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STATE OF CALIFORNIA | Command ] Dvision Number
~EPARTMENT OF CALIFORNIA HIGHWAY PATROL 580 West Valley | Southern Chapter 8
ISPECTION PROGRAM “Evaluatedby: | Date
CHAPTER 8 Justine Lam . ] .)/11./09 & 5/12/09‘ |
Assisted by: Date:
COMMAND REIMBURSABLE SERVICES Ana Markey 5/11/09 10 5/12/09

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the nexi level of
command Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspecled.

| Lead inspector's Signalure
IYPL OF INSPECTION

I [X] Division Level (] Command Level —>

l [T] Office of Inspections [ 1 Voluntary Self-Inspection J/_ -«"'.Z/A
|

|

Follow up Requ”'ed 1 D FO“OW’Up |nSpeCtion ommanders QIgﬁalUfG (Date

X Yes [ ] No f - |
o fan Lk S
For appllcable polrcres referto HPM 11 1 Chapter 6 {

LfN_qte If'a "No" or "NJA" box is checked, the "Remarks” section shall be utilized for explanation.
1 Prior to the perfcrmance of services, is the
contracting party informed of the rates charged for 4 Yes | [JNo |[]N/A | Remarks
services, departmental equipment usage, and

_____cancellation policy?

2. Does the billing rate include mileage and other

~___expenses such as uniform or equipment damage? BKIyes | (INo [[INAT P
3. When a safety service is provided to another state
agency, is the agency’s five-digit billing code Yes | [JNo | [JnA | Remarks
' . _obtained? | | R | | —
4. Is the billing code documented on the Reimbursable
‘ Services Billing Memorandum? _ | XYes | [ONo __[;]_N/A = g

5 s $50 charged for each CHP uniformed employee
assigned to the detail if the cancellation notification is | [X] Yes | [J No
less than 24 hours prior to the scheduled service”

Remarks

O
Zz
>

6 Is a minimum payment of 4 hours overtime charged _
when employee(s) could not be notified of the X Yes | [(JNo | [JN/A | Remarks
cancellation of their service(s)?

7 s information regardmg the procedures to obtain

necessary right-of-way clearances or permits, local X Yes | [ONo |[JnNa | Remarks
requirements, and other pertinent information made |
rl available to inquiring parties?. i i ) o
' 8 Are written requests for specrfrc services directed to - I
the appropriate command? | RYes | [INo |[NA | Remats .
9 Are traffic control services less than $50,000 )
approved by Division? R Yes | [ONo |[ONma | Remaks
10 Are traffic control services estimated to be $50,000 or B es Sfineudocuments .
more approved by the Office of the Commissioner? I:[ Yes CJNo | KINIA reviewed, none were over $50,000
" 11. Are extraordinary protective services approved by the | I ‘ morrarce: Ofihe documenls
Assistant Commissioner, Field? [(JYes | [No | X NA -k iyt e
services
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Page 20f4
STATE OF CALIFORNIA
““PARTMENT OF CALIFORNIA HIGHWAY PATROL :
SPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES
Questions 12 through 17 pertain to collecting advance deposits. R o o
12. 1s-a Reimbursable Services Agreement (RSA) log ‘
number requested from Division for every contract? | [KIYes | [[INo | [1N/A Remark B
13. Is a CHP 465 form completed in accordance with
. . poliey? XYes | [INo | [1N/A Remarks -
14, Are advance payments collected from the contracting . T
_company prior o the start of the service? | B Yes | [JNo | [Jh/A | Memees
15. Is a CHP 251 prepared and mailed to the contracting [l
company upon receipt of advance payments? X Yes | [ONo |[JN/A ' s
: 16. 1s a CHP 467 prepared and submitted to the Fiscal i
| Management Seclion upon completion of the X Yes | [JNo |[OJnN/A | Remarks
contractual service(s)? _ I -
17. Is a copy of the CHP 465 attached lo the weekly '
___ CHP 230, and il applicable, a CHP 169? 5 Yes | [INo | [N/ | Remarks - -
Questions 18 through 31 pertain to the preparation of agreements.
18. Is a CHP 466 maintained?
D Yes No [ N/A Remarks: Action Ite_T_#.1_ B
" 19. Do RSA numbers begin with the letter "R” to denote N I )
reimbursable services, followed by two digit fiscal X Yes | [INo | [JN/A | Remarks
year, three digit location code, and a sequential :
_number for each agreement? - o
. |s the CHP 466 closed out at the end of each fiscal _
year with a new log implemented on July 1 beginning | [] Yes | [XINo | [JN/A Remarkg Action {lem i
! with the sequential number 0017 I D B NS
' 21. Are all sequential numbers accounted for when :
__reconciling with the Billing Memorandum?' | [JYes | XINo | [JN/A | Remarks  Action llem #1
| 92 Are sequential numbers not matching Blllmg
1 Memorandums reconciled? [JJvYes | XINo | []N/A |E‘i"a(_"f Ation llem 1
" 23 Is the original RSA signed and filed at Area? I
- Yes | [ No | [N/ | Remaks )
24. Does the command proceed with all RSA [
arrangements, and if needed, ensure the requestor X Yes | [JNo [ [N/ | Remarks
[ has obtained the necessary right-of-way, clearances, |
! ~_and permits? I S N I
| 25. Is the indemnification clause included in the S BRI AEETEET e |
‘ agreement when requested? [ ves D No b /A reviewed required the inclusion of the
L L B o | indemnification clause |
- 26. Is the inclusion of the indemnification clause Romarks: None of the documents
approved by the Department of General Services, [(JYes | [INo N/A roviewed required the nclusion of the
! B Office of Legal Services? - indemnification clause o
| 27. If the service is over $50,000 per occasion, is a - R ke (fonesolis Gocuments
g;ﬁrljlgsg%up':igared and submitted to Contract [JYes | [INo N A | g were aver $50.000
28 s a copy of the resolution, order, mation, or S | o -
ordinance of the local governing body obtained when | [ Yes | [ No | X N/A S:r']‘t‘r‘;:;ké nggé’ez’\Lis;ﬁr"i' existing
one of the contracting parties is a county, city, district, governmental agencies If no
or other local public body? conlract has been entered then an
- | agreemen! (CHP465) 15 attached .
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STATE OF CALIFORNIA
"“PARTMENT OF CALIFORNIA HIGHWAY PATROL

‘SPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES )

29, Are dignitary protection services referred to the Office |

of Dignitary Protection? RvYes | [ONo |CINA |[Remeks
30. Are CHP 312 forms, CHP 313 forms, and CHP 467
forms prepared when a statewide agreement is in Yes | [INo |[J]NA | Remarks
- effect? | R R I
31 When stale agencies are requesting a statewide
agreement, are they referred to Enforcement BYes | [JNo |[JNA | Remarks:

Services Division, Field Support Section? e

Questions 32 through 38 pertain to training agreement procedures and reporting for services provided.

32 Is a CHP 230 prepared by the contracting party when Gemafivsr il outside tranng b
i . = . oulsi 1 as
fees are collected on the day of the training session? | [JYes | [ No _ ‘_NJ’A b::;d;;rzwded by the Area ng

33. Are the original CHP 467 and contract agreement
submitted to Fiscal Management Section (FMS)upon | [ Yes | [[JNo | L] N/A Remans
completion of services (other than COZEEP, |
MAZEEP, extraordinary protective services, and [
__special projects) within 5 days? | | | | S —

" 34 Are copies of CHP 467 forms forwarded to the next

level of review? | BvYes | [No [[INA } f_him?ﬂ’s_ [
| 35. Is the date when the Blllmg Memorandum was sent to |
FMS noted on the Reimbursable Services Control & Yes | [INo | [J N | Remarks
Llog? R | || |
36. Isa copy of the command'’s Reimbursable Services tion llem #1
Control Log forwarded or e-mailed to the Division [JYes | [ No | []NA | Remarks. Actionltem

Coordmator at the end of each month? .

"37. Is the Reimbursable Services Control Log verified ‘
with the copies of the Billing Memorandums to ensure Yes | (ONo |[JNA | Remaks i

all reimbursable time has been reported to FMS for
billing purposes? e
* 38. Are outstanding items being inspected and resolved?
@ Yes D No D N/A Remarks:

“Questions 39 through 52 pertain to extraordinary protective services and report of overtime hours for reimbursable
_special projects,
39. Is a copy of the CHP 467 and CHP 465 submitted to

| i i i voe | MTINA | Y Remarks. No extraordinary
FMS upon completion of extraordinary protective (OYes | [ONo | XINA e
services? reviewed
| 40. Is a reimbursable special project code obtained on [
every_COﬂﬁf@tqajf,ewgez_ | ®Yes| [ONo_ |[]NA | Remaks

. Is the overtime report(s) for reimbursable special
project(s) used to reconcile CHP 415 forms for each X Yes | [INo | [JN/A | Remarks
_special prajecl? |
42. Are the special prOJect codes on the overtime | :
report(s) verified to ensure the correct special project | [ Yes | [JNo | [JN/A | iREMaTies
' code has been used? ! |

43. Are all corrections noted on the overtime report( ) )
RYes | [INo | [N | Remers —_

" 44. Are overlime reports approved and dated by the
commander after reconciling? R vYes | [INo [[CINA RemRi s vy

45 Is the original overtime report(s) forwarded to FMS?
Ryes| CONo |O)NAL
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STATE OF CALIFORNIA
“=PARTMENT OF CALIFORNIA HIGHWAY PATROL

'SPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

46, Is a copy of the overtime report forwarded to Division
by the 10" of the month (except COZEEP/MAZEEP)? | [ Yes | [ No | [ N/A
" 47. Are all COZEEPIMAZEEP reports forwarded to ) )
Division by the 15" of the month? Yes | [ONo | [OJNA
48. Are all COZEEP/MAZEEP reports approved by .
Division and forwarded to FMS by the 30" of the X Yes | [ONo | [INA
_month? . |
49 s a copy of ‘the CHP 771 attached to the overtime - '
report(s) when there are reimbursable nonuniformed | [] Yes | []No N/A |
personnel hours? ;
|
50 1s an amendment of service agreement r—e—@esfé-d 1 i "
prior to the fund being depleted, and if necessary, is | [ Yes | [ No N/A
the service discontinued’? ]
" 61, Are all payments made directly to FMS? - R '!
| KYes| [No |[]NA
52. Does the command require dehnquenl companies o
pay outstanding invoices in full prior to providing any D Yes | [INo | X N/A

future services?

| by Headguarters untif the 97

Page 4 of 4

Remarks: A copy is due 1o the
Division by the 15™ of each month
The due date is delayed because the

overtime reporl does not gel printed
m

Remarks:

Remarks
T e =SSl

Remarks None nspected In the
rare occasian non-uniformed time is
involved, CHP71 is atlached lo the
OT report.

Remarks Not handled at
Area/Dwision level

Remarks: All checks made to CHP™

Remarks: Commands do not receive
information from Headquarters
regarding delinguent accounts.
Therefore commands cannot track
this information

CHP 680U (Rev 02-09) OPI 010



STATE OF CALIFORNIA - e :
Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

{ 580 West Valley | Southern 8

COMMAND INSPECTION PROGRAM e B Date:
EXCEPTIONS DOCUMENT Ana Markey & Justine Lam gﬂ;igg to

age 1 0of 3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the bianks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the X Corrective Action Plan Included
[X] Division Level [] Command Level inspection: 7
X Attachments Included
[] Executive Office Level
Forward to:

Follow-up Required:

X Yes [ No

Southern Division
Due Date: 6/22/09

Inspector's Comments Regarding Innovative Practices:
None.

| Command Suggestions for Statewide Improvement:

None.

[ Inspector's Findings: ]

On May 11 and May 12, 2009, Southern Division conducted an inspection on West Valley Area’s
reimbursable services. The review was done by inspecting ten documents of the Area’s reimbursable
services for the period of May 1, 2008 to April 30, 2009 and assessing them for compliance to Highway

Patrol Manual (HPM) 11.1, Chapter 6.

West Valley's reimbursable services is handled by the Area Overtime Coordinator, Officer Christopher
Van Klaveren as designated by the Area Standard Operating Procedures (SOP). Officer Van Klaveren
has assumed this position for approximately two years. It was apparent during this inspection that
Officer Van Klaveren had good knowledge of the policies and procedures relating to reimbursable

services.

After completion of the CHP 465 and 467, Officer Van Klaveren forwards the documents to the
commander for review and signature.

CHP 680A (Rev. 02-08) QPI 010



DEPARTMENT OF CALIFORNIA HIGHWAY PATROL g‘é“(‘)"wg‘st Wele gm{}; g"ame"
COMMAND INSPECTION PROGRAM |00 West Valley | Southern B
EXCEPTIONS DOCUMENT Ana Markey & Justine Lam 5/11/09 to
5/12/09
age 2 of 3
ACTION ITEMS

Action ltem #1
Question 18: Is a CHP466 maintained?

Question 20: |s the CHP466 closed out at the end of each fiscal year with a new log implemented on
July 1 beginning with the sequential number 0017 i

Question 21; Are all sequential numbers accounted for when reconciling with the Billing Memorandum?

Question 22: Are sequential numbers not matching Billing Memorandums reconciled?

Question 36: Is a copy of the command’s Reimbursable Services Control Log forwarded or emailed to
the Division Coordinator at the end of each month?

e The log was neither reconciled nor forwarded to Southern Division as there was no CHP 466 (R#
Log) maintained by the Area.

ote: The following items were not part of the Chapter 8 checklist however the discrepancies below
were identified during the inspection:

Two out of ten documents reviewed were Bailiff details that did not have a special project code (SPC) -
attached to the details. Due to this omission, all of the Bailiff reimbursable details from May 1, 2008 to
April 30, 2009 were reviewed and all were found to have no SPC'’s attached to the details. The Area
Overtime Coordinator also confirmed there was no SPC’s used on all the past details. It was identified
that the special project field on the 415s were left blank and the reimbursable overtime hours were being
charged fo the Area’s annual overtime budget as a non-reimbursable service (see highlighted fields in
attachments 1 and 2). Per HPM11.1, Chapter 6, paragraph 8.a.(3), reimbursable special project code

number is required when completing the 415.

The counter receipt number (on form CHP251) and the R# were not written on the checks collected.
Per HPM11.1, Chapter 4, paragraph 8a.(6), the counter receipt number needs to be indicated on the

check,

On the CHP465 form (#9 line item), the deposit collected should only be written if a check was collected
by the Area. It was identified that several CHP 465’s indicated a check had been collected by the Area

when in fact it was paid directly to Division.

I'Commander's Response: Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |

3e Corrective Action Plan/Timeline

CHP 680A (Rev. 02-09) OPI 010



U R RS Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL 580 West Valley Southern 8
COMMAND INSPECTION PROGRAM {250 West 2
EXCEPTIONS DOCUMENT Ana Markey & Justine Lam gl;igg to
age 3 of 3 e

|'Inspector’s Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
[ etc.)
None.

Jair t.:' \ﬁ, "¥_¥¥£rﬂt AL

Corrective Action Plan/Timeline

Prior to the inspection, I had Officer Covington do an informal inspection. We found the CHP 466 was not being
maintained properly so we made one for the 2008-2009 year. So, it is now being maintained with a new one set to

start on July 1, 2009.
We are now e-mailing a copy of the log to Division.
The log is now maintained at the Area.

Tote: Action to non-Chapter 8 issues found.
We are now utilizing the SPC Code for the Baliff duties which in turn helps with our OT picture.

Officer Van Klaveren now writes the R# on checks collected and only the checks he collects are listed for the
deposit requirement by Area.

All items requiring action have been rectified.

All items have been corrected.

[_] Employee would like to discuss this report with COMMANDER'S SlGZ’UR 07 .
the reviewer.
I, &/ L/O?

(See HPM 9.1, Chapter 8 for appeal procedures.)
INSPEC}'QR SJGNATUR yATE T
‘gj«/ L 7O-27

' TJ Reviewer discussed this report with REYI ERS SIGNATURE DATE
employee 6%,—/0 T

Ll:l Concur D Do not concur

CHP 680A {Rev, 02-09) OPI 010




DEPARTMENT OF GALIFORNIA HIGHWAY PATROL g‘é“a‘“ﬁgst Valle g"“i‘;’ﬁ g"a"w“ )
COMMAND INSPECTION PROGRAM  |-o00 West Valley | Southern e
EXCEPTIONS DOCUMENT Ana Markey & Justine Lam gﬂ ;;gg to

Page 1 of 4

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:"” enter the next level of command where the document
shali be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [J Corrective Action Plan Included

Division Level [] Command Level | Inspection: 7
0 E fvafeihenl avel Attachments Included
xecutive Office Leve

Forward to:
Southern Division
Due Date: 6/22/09

Follow-up Required:

[ No

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

Nohe.

[ Inspector’s Findings: |

On May 11 and May 12, 2009, Southern Division conducted an inspection on West Valley Area’s i
reimbursable services. The review was done by inspecting ten documents of the Area’s reimbursable
services for the period of May 1, 2008 to April 30, 2009 and assessing them for compliance to Highway
Patrol Manual (HPM) 11.1, Chapter 6.

West Valley's reimbursable services is handled by the Area Overtime Coordinator, Officer Christopher
Van Klaveren as designated by the Area Standard Operating Procedures (SOP). Officer Van Klaveren
has assumed this position for approximately two years. It was apparent during this inspection that
Officer Van Klaveren had good knowledge of the policies and procedures relating to reimbursable
services.

After completion of the CHP 465 and 467, Officer Van Klaveren forwards the documents to the
commander for review and signature.

CHP G80A (Rev. 02-09) OPI 010



ﬁéﬁﬁ'ﬁ?&gﬁ#ggﬁmom HIGHWAY PATROL g%%mxgst Valle g“igi{ﬂ; ghapte“
COMMAND INSPECTION PROGRAM (s ->oel o
EXCEPTIONS DOCUMENT Ana Markey & Justine Lam 5/11/09 to
5/12/09
Page 2 of 4
ACTION ITEMS

Action ltem #1
Question 18:; Is a CHP466 maintained?

Question 20: s the CHP466 closed out at the end of each fiscal year with a new log imptemented on
July 1 beginning with the sequential number 0017

Question 36 [s a copy of the command’s Reimbursable Services Control Log forwarded or emailed to
the Division Coordinator at the end of each month?

e No CHP466, R# Log was maintained by the Area.

Note: The following items were not part of the Chapter 8 checklist however the discrepancies below
were identified during the inspection:

Two out of ten documents reviewed were Balliff details that did not have a special project code (SPC)
aftached to the details. Due to this omission, all of the Bailiff reimbursable details from May 1, 2008 to
April 30, 2009 were reviewed and all were found to have no SPC's attached to the details. The Area
Overtime Coordinator also confirmed there was no SPC's used on all the past details. It was identified
that the special project field on the 415s were left blank and the reimbursable overtime hours were being”
charged to the Area’s annual overtime budget as a non-reimbursable service (see highlighted fields in
attachments 1 and 2). Per HPM11.1, Chapter 6, paragraph 8.a.(3), reimbursable special project code
number is required when completing the 415.

The counter receipt number (on form CHP251) and the R# were not wriften on the checks collected.
Per HPM11.1, Chapter 4, paragraph 8a.(6), the counter receipt number needs to be indicated on the
check.

On the CHP465 form (#9 line item), the deposit collected should only be written if a check was collected
by the Area. It was identified that several CHP 465's indicated a check had been collected by the Area
when in fact it was paid directly to Division.

| Commander's Response: [X Concur or [1 Do Not Concur (Do Not Concur shall document basis for response)

flnspector‘s Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

CHP 680A (Rev. 02-09) OP( 010



DEPARTMENT OF ALIFORNIA HIGHWAY PATROL g‘é"(‘)"‘\‘;\’/‘gst Talls g\gstlﬁ?w orm g“apte“
COMMAND INSPECTION PROGRAM Ty Y Date.
EXCEPTIONS DOCUMENT Ana Markey & Justine Lam 5/11/09 to

5112109
Page 3 of 4
[ etc.) ]

Corrective Action Plan/Timeline

Prior to the inspection, I had Officer Covington do an informal inspection. We found the CHP 466 was not being
maintained properly so we made one for the 2008-2009 year. So, it is now being maintained with a new one set to _

start on July 1, 2009.

We are now e-mailing a copy of the log to Division.

The log is now maintained at the Area.

Note: Action to non-Chapter 8 issues found.

We are now utilizing the SPC Code for the Baliff duties which in turn helps with our OT picture.

Officer Van Klaveren now writes the R# on checks collected and only the checks he collects are listed for the
deposit requirement by Area.

All items requiring action have been rectified.

All items have been corrected.

CHP? G8OA (Rev 02-09) OPI 010



STATE OF CALIFORNIA - i ,
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL g%namv?gst Vil ggzot?;ern g‘ap‘e"
COMMAND INSPECTION PROGRAM [ 200 o5 YaTey L
EXCEPTIONS DOCUMENT Ana Markey & Justine Lam gﬂggg to
Page 4 of 4 C
(] Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.)
INSPECTOR'S SIGNATURE DATE
[[] Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee
[ concur (] Do not concur

CHP 680A (Rev 02-08) OP1 010




SE';-/F\ER%;&TL IggngORMA HIGHWAY PATROL IR T L
COMMAND INSPECTION PROGRAM ~ [estValley | Southern Eight (&)
EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 05/13/2009

Page 1 of 6

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number, Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the X Corrective Action Plan Included
[ Division Level [] Command Level | Inspection:

. (X] Attachments Included
[ Executive Office Level Eighteen (18} hours

Forward to:

Follow-up Required: Southern Division

Yes I No

Due Date: 06/22/09

Inspector's Comments Regarding Innovative Practices:

N/A

[ Command Suggestions for Statewide Improvement:

| Inspector’s Findings: |

On May 11 and May 12, 2009, the Southern Division Inspection Team conducted an inspection of the
West Valley Area. The scope of the inspection included the Driving Under the Influence Cost Recovery
Program (CHP 735). The inspection was conducted in accordance with the Command Inspections
Manual, Highway Patrol Manual 22.1 (HPM), Chapter 8. Ten percent (18 documents) of the Area’s CHP
735's for the previous twelve months were inspected. Due to some discrepancies in the time frames

and reimbursable billing rates, an additional ten percent (36 total documents) were inspected. In
addition, the Case Log — DUI Cost Recovery Program (CHP 735A), generated by Area Information
System {AlS), was utilized to verify the processing of the CHP 735's.

CHP 680A (Rev 02-09) OP1 010



DEDARTVERT Igg'émf:owm RIGHWAY PATROL S e Chapler:
COMMAND INSPECTION PROGRAM ~ (est Valley | Southern Eight (8)
EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 05/13/2009
Page 2 of 6

The CHP 735 program is processed and monitored by the Area Court Officer as designated by Area
Standard Operating Procedures (S.0.P.). The West Valley Court Officer assumed the position in
November 2008. In addition to regularly assigned duties (court, filings, etc.), the Court Officer has a
good understanding of the requirements of HPM 11.1, Chapter 20, and is fairly organized with
paperwork files. The Court Officer is still attempting to learn all the capabilities (tracking, monitoring,
etc.) of the Area Information System (AIS). Currently, the Court Officer is the final level of review for
submitted CHP 735’s and signs for the Area Commander. There is no additional review of submitted
CHP 735's by supervision or management prior to processing to Fiscal Management Section (FMS).

The West Valley Administrative Sergeant assumed the position in May 2004. The Administrative
Sergeant supervises the Court Officer position and completes the review of only disputed claims at the

requests of Fiscal Management Section (FMS).

The West Valley Area Commander assumed the position in August 2008. 1t is apparent that the Area
commander has taken an active role in the management and importance of the Area’s DUI Cost

Recovery Program. —
ACTION ITEMS

Action ltem #1 - Ensure all CHP 735's are processed and forwarded to Fiscal Management Section
within ten (10) business days of the established criteria (CHP 735 — Section A), in accordance with
departmental policy, HPM 11.1, Chapter 20 (Question #7).

o It was determined that the processing of CHP 735's is delayed based upon report completion,
Accident Investigation review and supervisory review. Once the review is completed, the entire
report and CHP 735 documentation is forwarded to the Area Court Officer for final review,
processing and criminal filing. With an eight day time frame requirement for the completion of
traffic collisions, the ten day requirement is not met on B.A.C. results received the day of arrest

(Breath).

¢ The Area Court Officer does not monitor the B.A.C. results of pending CHP 735’s on a regular
basis. The Area Evidence Officer processes lab results through clerical once they are received.
The AIS system is not commonly utilized to record B.A.C. results (other than Breath) or the date
they were received. Without proper input of the B.A.C. results and the date received, the court
officer does not have access to blood/urine results for the timely processing of CHP 735's.

o It was determined that the current and previous court officers have utilized several different
methods of recording the date the CHP 735 was forwarded to FMS. Some CHP 735's have the
date written directly on them, Some documents have the date indicated in the AIS and therefore -
is present on the CHP 735A when generated. Several dates are indicated on both the CHP 735
and in AIS. Although eventually processed, some CHP 735's had no indication of the date it was

forwarded to FMS.

CHP 680A (Rev. 02-09) OPI 010



DEPARTVENT OF GALIFORNIA HIGHWAY PATROL S p e e
COMMAND INSPECTION PROGRAM [ vest Valley | Southem Eight (8)
EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 05/13/2009
Page 3 of 6

Action Item #2 — Ensure all CHP 735’s are processed and forwarded to Fiscal Management Section
within ten (10) business days of the established criteria (CHP 735 ~ Section B), in accordance with
departmental policy, HPM 11.1, Chapter 20 (Question #8).

« The Area Court Officer monitors the suspense file and criminal conviction status on a quarterly
basis. The Area Court Officer does not have access to the court system (CCHRS or TCIS) to
verify the conviction status on suspended CHP 735's. The AlS is not commonly utilized to record
court status updates, including conviction status. Without proper input or monitoring of
convictions or dismissals, the Court Officer cannot process the pending CHP 735's within the
required time frame.

Action Item #3 — Ensure the CHP 415 indicates billable DUI time and that the time is listed in the notes
section of the CHP 415 and broken down by specific activity when the CHP 415 includes more than one
activity. In addition, the arrestees name and case number shall be included on the CHP 415 in
accordance with departmental policy, HPM 11.1, Chapter 20 (Question #13).

e The Area CHP 735 Officer ensures all time indicated on a submitted CHP 735 corresponds with
an attached CHP 415 for that incident. However, many of the CHP 415's attached do not indicate
what billable activity is recorded on the CHP 735 as required. Some of the CHP 415's indicated
billable activity time by highlighting the activity time corresponding with the CHP 735. Although
the billable hours are itemized on the CHP 735, many of the same hours are placed under one
block of time (ex: 3 hours = Response/DU| TC/Booking/Paperwork) and are not easily
recognizable and/or verifiable.

Action Item #4 — Ensure the current hourly rate for reimbursement, based upon the Comm-Net sent to
the command by FMS, is being utilized, in accordance with departmental policy, HPM 11.1, Chapter 20.
In addition, the most current revision of the CHP 735 shall be utilized to ensure proper billing amounts
(Question #16).

» The Area has received the current Comm-Net (11/19/08) indicating the DUI reimbursement .
amount of $84, effective November 1, 2008. Although the Area Court Officer has the document
on file he does not always verify the accuracy of the amount indicated on the CHP 735. Of the
documents inspected, it was determined that previous revisions of the CHP 735 were utilized on
a rare occasion.

Action Item #5 - Ensure the Area is utilizing a case monitoring system to track cases qualifying for the
DUI Cost Recovery Program, in accordance with departmental policy, HPM 11.1, Chapter 20 (Question
#20).
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e The Area does have a suspense system in place to facilitate the notification of convictions. In
addition, the Area utilizes the CHP 735A that is generated by AlS. However, the Area is not B
utilizing a good monitoring system to track the processing of CHP 735's. The AlS contains
valuable information that can be utilized for monitoring and tracking the foliowing:

1. Defendant Information (is currently entered into AlS by the Arresting Officer)
2. Violation Information (is currently entered into AlS by the Arresting Officer)

3. Court Information (no status or conviction updates are entered into AlIS beyond initial filing)

4. Fiscal Management Information (only some dates are entered into AlS)
(The Area is not consistent with the recording of this information).

5. B.A.C. Test Results (only breath results are entered into AIS by the Arresting Officer)
(No additional updates on pending tests results or dates are entered).

Note: All of the fields above are available in the AIS that would allow the Area to generate a
accurate CHP 735A Log. The AlS is not being utilized to record all of the information described
above. The Area Court Officer is restricted to certain access of the sysfem and only able to input
and update limited information (735 received date and FMS processing date). Regardless of who
is provided access, if all of the information was entered into AlS the officer responsible for
processing CHP 735's could better access and monitor the information described above.

[ Commander's Response: [ Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |

| concur with the findings and the action items will be completed by 06/19/2008. Training days will be
scheduled by then for the next Area Training days.

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

Corrective Action Plan/Timeline

The following action items will be corrected through a training process that will begin immediately. The
first step will be to put a briefing item out that addresses the following action items. The second step will
be to have the Court Officer utilize a time slot at the next training day to formally train the officers on
these items. The third step will be to modify or create SOP that specifically address methods to correct
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the deficiencies. Lastly, we will suspense these corrections and insert them at future quaterly dates into
the training/briefing book to refresh the officers/sergeants on these topics.

o Action Item #1 — Priority will be made on DUI Collisions in regard to completion. Sergeants will -
have Officers nearing days off complete the report the same shift or next if available and will
ensure it is completed prior to any leave.

The evidence officer will enter the B.A.C. results into the AlS for results of blood and urine tests
when obtained and then immediately notifiy the Court Officers by e-mail. Then the Court Officer
will enter the info into the AIS as to the date it is sent to FMS.

The Evidence Officer or the Felony Officer will regularly check suspended 735 cases and enter
the information in the AIS. Upon learning of a conviction, they will immediately notify the Court
Officers. Then the Court Officer will enter the info info the AlS as to the date it is sent to FMS,

This procedure will continue until such time as the Court Officers can gain access to CCHRS or

TCIS.

e Action Item #2 — The Area has requested TCIS and is awaiting installation. We will obtain
access to the CCHRS for the Court Officers. Until such time, the Evidence Officer or the Felony
Officer will regularly check suspended 735 cases and enter the information in the AIS. Upon
learning of a conviction, they will immediately notify the Court Officers by e-mail.

o Action Item #3 — The requirements listed in action item 3 will be addressed immediately through
briefing items and later with additional quarterly training.

o Action ltem #4 — The requirements listed in action item 4 will be addressed immediately through
briefing items and later with additional quarterly training. Additionally, the Comm-net will be
posted in the report writing room and the sergeants office.

» Action Item #5 — The Court Officers will be allowed access to the AlS system to be able to enter

the requisite items. The Special Duty Sergeant will conduct weekly audits to ensure compliance
until such time as it appears consistent. The audits will then take place monthly.
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[_] Employee would like to discuss this report with DATE
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures&=] ~—£"3 i
DATE
REVIEWER'S SIGNATURE DATE

[] Reviewer discussed this report with
employee

[ concur () Do not concur
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STATE OF CALIFORNIA Command: Division: Number:
“EPARTMENT OF CALIFORNIA HIGHWAY PATROL West Valley | Southern Eight (8)
jSPECTK)N PR GRAM Evaluated by: Date:
CHAPTER 8 © Sat. Michael Stefanoff #14924 | 05/13/2009
Assisted by: Date:
(COMMARD DL COSTIRECENERY Officer Clifford Porter #16738 | 05/13/2009

INSTRUCTIONS: Answer individual items with *Yes" or "No” answers, or fill in the blanks as indicated. Any “No” answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Foliow-
up Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION

IX] Division Level [[] Command Level
>
[] Office of Inspections [ Voluntary Self-inspection -
Fo”ow_up Requ"'ed: D FO||0W~Up |nSpeCti0n L Commander's Signature: Date:

H

Yes [INo BY: §7W d Q&:ﬁ%@zﬂ“’" ‘%ﬁ/ Z‘/O 4

For applicable policies, refer to HPM 11.1, Chapter 20. A /

Note: If 2 "“No" or “N/A” box is checked, the "Remarks” section shall be utilized for explanation.

1, Does the command have sufficient procedures to
ensure that a CHP 735, Incident Response K Yes | [JNo |[JN/A | Remarks:
Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?

2. What are these procedures?

This command has the area Accident Investigation Officer verify that the Cost Recovery Criteria has been met
with an arrest for a violation of California Vehicle Code section 23152 or 23153. He/she also determines if the
arrested party caused a response to an incident and has a supporting Blood Alcohol Concentration Test (BAC
Test) with a result of .08% or greater, meeting the criteria for the CHP 735 “A” gection. The officer may utilize the
conditions of the CHP 735 “B” section in the case of a BAC Test that returns under the .08%, a refusal to take the
BAC Test, or a chemical test that is for drugs only. The Accident Investigation Review Officer reviews the
reports and ensures that a CHP 735 is attached when the criteria is met. The Al Review Officer then forwards the
735 to the Court Officer who reviews the CHP 735 for accuracy and time verification. As the Area Commander’s
designee, the Court Officer signs the CHP 735 before forwarding to the Fiscal Management Section (FMS).

3. Does the command have a specific employee(s)

assigned to process all CHP 735 forms? MYes | [ONo | CINA Remarks: )
4. If the answer to question 3 of this checklist is yes, is —
the responsibility of processing all CHP 735 forms X Yes No N/A | Remarks.
listed inptheirjotgde:cription oerany other document? - = Wost Vallsy Area S.0.P / Court
' Officer. Chapter 2.4.1.
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5.

Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

X Yes

] No

LI N/A

Remarks:

Does the command have a suspense system in place

to facilitate notification of a conviction involving cases

meeting the requirements of the Driving Under the

Influence (DUI) Cost Recovery Program? This would

involve cases where the following criteria applies:

e A Blood Alcohol Content (BAC) under .08%

e A chemical testis positive for drugs only

e There is no supporting BAC test of drug test (i.e.,
a refusal)

X Yes

(] No

LI N/A

Remarks:
See question # 20 on monitoring
the suspense system in AIS.

Are CHP 735 forms completed based on the criteria

of Section A of the form being forwarded to FMS

within ten business days from one of the following

dates?

e The date of BAC results of =.08% were received

e The date of BAC results of =.04% were received
for a commercial driver

[]Yes

X No

CIN/A

Remarks:
Action Item # 1.

Are CHP 735 forms completed based on the criteria

of Section B of the form being forwarded to FMS

within ten business days from being notified of a

conviction of California Vehicle Sections 23152 or

23153, or greater offence as a result of one of the

following?

s The person arrested refused to provide a
chemical test

s The arrest was for drugs only

¢ A BAC of <.08% was obtained

] Yes

X No

L] N/A

Remarks:
Action ltem # 2.

Is the ltemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

Yes

J No

LI N/A

Remarks:

10.

If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUI Cost
Recovery Program, without forwarding the CHP 735
to FMS?

] Yes

] No

N/A

Remarks:
None Inspected.

11.

Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes?

X Yes

I No

L1 N/A

Remarks:

12.

Do the total number of staff hours charged on the
CHP 735 agree with the appropriate CHP 415, Daily
Field Record?

Yes

[ ] No

[JN/A

Remarks:
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13. Does the Notes portion of the CHP 415 indicate the

Remarks: Action ltem #3

billable DUI time when the CHP 415 includes more [DYes | X No |[INA
than one activity?
14. Are the staff hours incurred by members of the
Department for the following activities associated with | [X] Yes | [ No I N/A | Remarks:
an incident meeting the criteria for DUI cost recovery
included in the CHP 7357
e Response Time
e  On-Scene Investigation
e Follow-up Investigation
e Report Writing
s Vehicle Storage
e Call Back
e Field Sobriety Testing
» Transportation
» Booking
e Chemical Testing
o Traffic Control
15, Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for Yes | [INo |[JN/A | Remarks:
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?
16. Is the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being [JYes | XINo | [IN/A ie".“arks
used? ction ltem # 4.
17. s a copy of the CHP 735 being retained at the
command and filed? XK Yes | [ONo | [JN/A Remarks:
18. Is the Commandl u@ilizing the, optional, CHP 735A to —_——
track cases qualifying for the DUI Cost Recovery X vYes | [INo [[IN/A| ST Flisstion # 20 on monitoring.

Program?

19.

In the absence of a GHP 735A, how is the command tracking the DUI Cost Recovery Program?

20.

Are commands using a case monitoring system to
track cases gualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?

e Defendant Information

» Violation Information

o Court Information

e FMS Information

» BAC testresults

[] Yes

X No

L1N/A

Remarks:
Action Item # 5.
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21, Are cases not resulting in a conviction within 12
months after submission to the District Attorney Yes | [JNo
closed out after court verification of case status?

22. Do closed out cases an the monitoring system have
a line drawn through the Conviction Date and Date to | (X Yes | [JNo | [JN/A | Remarks

FMS as well as the reason the case was closed and
date of last follow-up check?
23. Are refunds or overpayments, as a result of
erroneous charges, in an amount of = $5.00 being [JYes | [ONo | XIN/A §°ma’ks
rocessecd by FMS.
processed by the Department?

24. Is the command reviewing the quarterly reports sent )
by FMS related to the submission of CHP 735 forms Yes | [JNo | CIN/A | Remarks:

and case status identifying any deficiencies in the
submission and accountability of the DUI Cost
Recovery Program?

QUBSthI‘I 25 pertams to Fiscal Mf‘ nageme
} ur Y T A

D N/A Remarks:

25 Is FMS revrewmg the CHP 735 forms for 'k )
completeness of information and returning deficient | (0 Yes | [INo | CJN/A | ReMas: @ b 7357 for

forms to the issuing command for corrections? corrections are reviewed by the
Administrative Sergeant.
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INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the X Corrective Action Plan Included
X Division Level [] Command Level | nspection:
) . X} Attachments Included
[] Executive Office Level Eighteen (18) hours
Forward to:

Follow-up Required:

Southern Division

Due Date: 06/22/09

mmand DUI'Cost/Recov:

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

[ Inspector’s Findings: |

On May 11 and May 12, 2009, the Southern Division Inspection Team conducted an inspection of the .
West Valley Area. The scope of the inspection included the Driving Under the Influence Cost Recovery
Program (CHP 735). The inspection was conducted in accordance with the Command Inspections
Manual, Highway Patrol Manual 22.1 (HPM), Chapter 8. Ten percent (18 documents) of the Area’s CHP
735's for the previous twelve months were inspected. Due to some discrepancies in the time frames
and reimbursable billing rates, an additional ten percent (36 total documents) were inspected. In

{dition, the Case Log — DUI Cost Recovery Program (CHP 735A), generated by Area Information
oystem (AIS), was utilized to verify the processing of the CHP 735's.
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The CHP 735 program is processed and monitored by the Area Court Officer as designated by Area
Standard Operating Procedures (S.0.P.). The West Valley Court Officer assumed the position in
November 2008. In addition to regularly assigned duties (court, filings, etc.), the Court Officer has a
good understanding of the requirements of HPM 11.1, Chapter 20, and is fairly organized with
paperwork files. The Court Officer is still attempting to learn all the capabilities (tracking, monitoring, -
etc.) of the Area Information System (AIS). Currently, the Court Officer is the final level of review for
submitted CHP 735's and signs for the Area Commander. There is no additional review of submitted
CHP 735’s by supervision or management prior to processing to Fiscal Management Section (FMS).

The West Valley Administrative Sergeant assumed the position in May 2004. The Administrative
Sergeant supervises the Court Officer position and completes the review of only disputed claims at the

requests of Fiscal Management Section (FMS).

The West Valley Area Commander assumed the position in August 2008. 1t is apparent that the Area
commander has taken an active role in the management and importance of the Area’s DUI Cost

Recovery Program.

ACTION ITEMS

action ltem #1 — Ensure all CHP 735's are processed and forwarded to Fiscal Management Section
thin ten (10) business days of the established criteria (CHP 735 — Section A), in accordance with

departmental policy, HPM 11.1, Chapter 20 (Question #7).

« It was determined that the processing of CHP 735's is delayed based upon report completion,
Accident Investigation review and supervisory review. Once the review is completed, the entire
report and CHP 735 documentation is forwarded to the Area Court Officer for final review,
processing and criminal filing. With an eight day time frame requirement for the completion of
traffic collisions, the ten day requirement is not met on B.A.C. results received the day of arrest

(Breath).

o The Area Court Officer does not monitor the B.A.C. results of pending CHP 735’s on a regular
basis. The Area Evidence Officer processes lab results through clerical once they are received.
The AIS system is not commonly utilized to record B.A.C. results (other than Breath) or the date
they were received. Without proper input of the B.A.C. results and the date received, the court
officer does not have access to blood/urine results for the timely processing of CHP 735's.

o It was determined that the current and previous court officers have utilized several different
methods of recording the date the CHP 735 was forwarded to FMS. Some CHP 735's have the
date written directly on them. Some documents have the date indicated in the AlS and therefore
is present on the CHP 735A when generated. Several dates are indicated on both the CHP 735
and in AIS. Although eventually processed, some CHP 735’s had no indication of the date it was

forwarded to FMS.
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Action Item #2 — Ensure all CHP 735's are processed and forwarded to Fiscal Management Section
within ten (10) business days of the established criteria (CHP 735 — Section B), in accordance with
departmental policy, HPM 11.1, Chapter 20 (Question #8).

e The Area Court Officer monitors the suspense file and criminal conviction status on a quarterly
basis. The Area Court Officer does not have access to the court system (CCHRS or TCIS) to
verify the conviction status on suspended CHP 735’s. The AIS is not commonly utilized to record
court status updates, including conviction status. Without proper input or monitoring of
convictions or dismissals, the Court Officer cannot process the pending CHP 735's within the
required time frame.

Action Item #3 — Ensure the CHP 415 indicates billable DUI time and that the time is listed in the notes
section of the CHP 415 and broken down by specific activity when the CHP 415 includes more than one
activity. In addition, the arrestees name and case number shall be included on the CHP 415 in
accordance with departmental policy, HPM 11.1, Chapter 20 (Question #13).

e The Area CHP 735 Officer ensures all time indicated on a submitted CHP 735 corresponds with
an attached CHP 415 for that incident. However, many of the CHP 415’s attached do not indicate
what billable activity is recorded on the CHP 735 as required. Some of the CHP 415's indicated
billable activity time by highlighting the activity time corresponding with the CHP 735. Although
the billable hours are itemized on the CHP 735, many of the same hours are placed under one *
block of time (ex: 3 hours = Response/DUl TC/Booking/Paperwork) and are not easily
recognizable and/or verifiable.

Action Item #4 — Ensure the current hourly rate for reimbursement, based upon the Comm-Net sent to
the command by FMS, is being utilized, in accordance with departmental policy, HPM 11.1, Chapter 20.
In addition, the most current revision of the CHP 735 shall be utilized to ensure proper billing amounts

(Question #16). )

e The Area has received the current Comm-Net (11/19/08) indicating the DUI reimbursement
amount of $84, effective November 1, 2008. Although the Area Court Officer has the document
on file he does not always verify the accuracy of the amount indicated on the CHP 735. Of the
documents inspected, it was determined that previous revisions of the CHP 735 were utilized on
a rare occasion.

Action ltem #5 - Ensure the Area is utilizing a case monitoring system to track cases qualifying for the
MUl Cost Recovery Program, in accordance with departmental policy, HPM 11.1, Chapter 20 (Question
20).
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« The Area does have a suspense system in place to facilitate the notification of convictions. In
addition, the Area utilizes the CHP 735A that is generated by AIS. However, the Area is not
utilizing a good monitoring system to track the processing of CHP 735’s. The AIS contains
valuable information that can be utilized for monitoring and tracking the following:

1. Defendant Information (is currently entered into AIS by the Arresting Officer)
2. Violation Information (is currently entered into AIS by the Arresting Officer)

3. Court Information (no status or conviction updates are entered into AIS beyond initial filing)

4. Fiscal Management Information (only some dates are entered into AlS)
(The Area is not consistent with the recording of this information).

5. B.A.C. Test Results (only breath results are entered into AIS by the Arresting Officer)
(No additional updates on pending tests results or dates are entered).

Note: All of the fields above are available in the AIS that would allow the Area to generate a
accurate CHP 735A Log. The AIS is not being utilized to record all of the information described
above. The Area Court Officer is restricted to certain access of the system and only able to input
and update limited information (735 received date and FMS processing date). Regardless of who
is provided access, if all of the information was entered into AIS the officer responsible for -
processing CHP 735’s could better access and monitor the information described above.

[ Commander’s Response: [ Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |

| concur with the findings and the action items will be completed by 06/19/2009. Training days will be
scheduled by then for the next Area Training days.

Pnspector’s Comments; Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)
None.

IREqliired7ACtion e e S SRS

Corrective Action Plan/Timeline

The following action items will be corrected through a training process that will begin immediately. The
st step will be to put a briefing item out that addresses the following action items. The second step will

e to have the Court Officer utilize a time slot at the next training day to formally train the officers on

these items. The third step will be to modify or create SOP that specifically address methods to correct
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the deficiencies. Lastly, we will suspense these corrections and insert them at future quarterly dates into
the training/briefing book to refresh the officers/sergeants on these topics.

 Action ltem #1 — Priority will be made on DUI Collisions in regard to completion. Sergeants will
have Officers nearing days off complete the report the same shift or next if available and will

ensure it is completed prior to any leave.

The evidence officer will enter the B.A.C. results into the AlS for results of blood and urine tests
when obtained and then immediately notifiy the Court Officers by e-mail. Then the Court Officer
will enter the info into the AlS as to the date it is sent to FMS.

The Evidence Officer or the Felony Officer will regularly check suspended 735 cases and enter
the information in the AIS. Upon learning of a conviction, they will immediately notify the Court
Officers. Then the Court Officer will enter the info into the AIS as to the date it is sent to FMS.

This procedure will continue until such time as the Court Officers can gain access to CCHRS or

TCIS.

o Action Item #2 — The Area has requested TCIS and is awaiting installation. We will obtain
access to the CCHRS for the Court Officers. Until such time, the Evidence Officer or the Felony.
Officer will regularly check suspended 735 cases and enter the information in the AlS. Upon
learning of a conviction, they will immediately notify the Court Officers by e-mail.

e Action Item #3 — The requirements listed in action item 3 will be addressed immediately through
briefing items and later with additional quarterly training.

« Action Item #4 — The requirements listed in action item 4 will be addressed immediately through
briefing items and later with additional quarterly training. Additionally, the Comm-net willbe -
posted in the report writing room and the sergeants office.

o« Action ltem #5 — The Court Officers will be allowed access to the AIS system to be able to enter
the requisite items. The Special Duty Sergeant will conduct weekly audits to ensure compliance
until such time as it appears consistent. The audits will then take place monthly.

[J Employee would like to discuss this report with COMMANDER'S SIGNATURE . . DATE
the reviewer. 4// 7 4/ 4 ; /%3 éﬁ
(See HPM 9.1, Chapter 8 for appeal procedures.) S/ Lﬂ}’ ,/.r I e )
|§SP%IQR—§,S16NATU ; DATE
s .
s el B G -/0-¢S
] Reviewer discussed this report with RE"\‘/IEﬁR'S SIGNATURE DATE
employee P b ) 6/);/0 E?
. L] Concur ] Do not concur " '
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INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated  Any "No" answers, discrepancies
with policy, applicable legal slatues, or deficiencies noted in the inspactions shall be commented on via the "Rernarks” section

Addilionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Documenl and addressed to the next level of
command Furthermore, the memorandum shall include any follow-up and/or correclive action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspeclion” box shall be marked and only deficient ilems need to be re-inspected

' Lead Inspecior's Signatur
1YRE O INSPECTION Lead tnspeclor’'s Signature

X Division Level [ ] Command Level

[ ] Office of Inspections (] Voluntary Self-Inspection (/%/

Folowp Reguied | [ Folow Up rpacion | Comemigi S
BY

[ Yes [ ] No

} — - — Np—— - — -
| For applicable policies, refer to HPM 11.1, Chapter 6.

|
|
fNote: If a "No" or "N/A" box is checked, the "Remarks” section shall be utilized for explanation.
’ 1 Prior to the performance of services, is the
contracting party informed of the rates charged for K Yes | [INo | [JNA | Remarks
services, departmental equipment usage, and
~__cancellation policy? I ! _ I R C W 21—

2. Does the billing rate include mileage and other , )
expenses such as uniform or equipment damage? Bdves | [INo |[INA | - -

"3 When a safety service is provided to another state

agency, is the agency's five-digit billing code X Yes | [INo | [JN/a | Remarks:
! _obtaingd? ] S A S
1 4 s the billing code documented on the Reimbursable

Services Billing Memorandum? | RYes | [ONo |[JN/A | Remars

5 [s $50 charged for each CHP uniformed employee
~ assigned to the detail if the cancellation notificationis | [X] Yes | [_]No [] N/a | Remarks
| _ less than 24 hours prior to the scheduled service? _ | e M
| 6. s a minimum payment of 4 hours overtime charged

when employee(s) could not be notified of the X Yes | [INo |[JN/A | Remarks

cancellation of their service(s)? 1 - I ==

‘ " 77 7Is information regarding the procedures to obtain o

| necessary right-of-way clearances or permits, local Yes | [INo | [ N/A | Remarks
i requirements, and other pertinent information made

, available to inquiring parties? N I I———— "

8 Are writlen requests for specific services directed to

____the appropriate command? Kves | [IMo |CIuA |Bomeks
9  Are traffic control services less than $50,000
approved by Division? | BQYes | [INo | [JN/A | Remats
! 10. Are traffic control service; estimated to be $5_0,000 or T ——
l, more approved by the Office of the Commissioner? (JYes | [ONo | X NA reviewed, none were over §50,000
11 Are extraordinary protective services approved by the I N 1

S n | Remarks Qf the documents
N/A reviewed, none were proleclive

SSBiVIeES,

| Assistant Commissioner, Field? [Jvyes | [JNo

CHP 680U (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
“PARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Questions 12 through 17 pertain to collecting advance deposits. '
" T12 1s a Reimbursable Services Agreement (RSA) log ]
~ number requested from Division for every contract? | [ Yes | []No_| [C] N/ | Remarks ]
"13. |s a CHP 465 form completed in accordance with ' - '
policy? K Yes | [INo_| [INA | Remats R
14, Are advance payments collected from the contractmg '
‘company prior to the start of the service? K ves | OONo | [INA |Remas
" 15 Is a CHP 251 prepared and mailed to the contracting
_ company upon receipt of advance payments? X yes | [ONo | [INA ki R
16. Is a CHP 467 prepared and submitted to the Fiscal
Management Section upon completion of the Yes | [INo | [IN/A | Remarks
_qqnt_ract_uatssr_v'ce@)? e | ME—— S
. Is a copy of the CHP 465 attached to the weekly
B CHP 230, and if applicable, a CHP 169? 0 Yes | [INo |[JN/A |Remaks |
“Questions 18 through 31 pertain to the preparation of agreements.
18. Is a CHP 466 maintained? O SN s memarke: Action llem 1
es ) ‘
19. Do RSA numbers begin with the letter “R" to denote
reimbursable services, followed by two digit fiscal Yes | [JNo | [0 N/a | Remarks .
year, three digit location code, and a sequential
__number for each agreement? e SR S EEVIOSI JO— B I
"7 20 Is the CHP 466 closed out at the end of each fiscal |

year with a new log implemented on July 1 beginning | [] Yes j B No | [JN/A | Femarks. Action liem i1

with the sequential number 0017 I I (!

“21. Are all sequential numbers accounted for when i i
reconciling with the Billing Memorandum? Oves | KINo i [LINA Remarks Acton llem £
" 22 Are sequent:al ‘numbers not matchlng B|II|ng ! |
Memorandums reconciled? R L] Yes B No | [IN/A . Fffi'a_'k, fretion '_l?m_”] ]
|

23. |s the original RSA 5|gned and filed at Area?

|X| Yes ,19 D N/A | Remarks B _ ) o

" 24 Does the command proceed with all RSA | I

arrangements, and if needed, ensure the requestor K Yes | [INo | [JN/A | Remarks: |

has obtained the necessary right-of-way, clearances, !

~__and permits? o e SU———.
25 |s the indemnification clause included in the

agreement when requested? [ Yes

: Remarks: None ol lhe documenls
D NS M N/A reviewed required the inclusion of the
indemnification clause

26 s the inclusion of the indemnification clause

approved by the Department of General Services, [JYes | [JNo N/A zi'izév’v”e‘jfres&?:dolrhl:fnilouc;g\egﬁhe
Office of Legal Services? | | indemnification clause

Remarks Nane of the documents

CHP 78R prepared and submitted to Contract OlYes | [INo | IXInvA | Romars vone o o oo0
Services Unit? o RHBRECIEEE e SA S e

28. Is a copy of the resolution, order, motion, or - }
ordinance of the local governing body obtained when | [] Yes [ TNo !X NA

i
"7 27 T ihe service is over $50,000 per occasion, is a B _ - ‘
|

Remarks: There are sevéral cxisting
contracts in place with some

one of the contracting parlies is a county, city, district, | governmental agencies 1 no -
or other local public body’? . contract has been eniered then an I
~ *}4; | agreement (CHP465) 1s sttached 4

CHP 880U (Rev 02-09) ORI 010



STATE OF CALIFORNIA
“PARTMENT OF CALIFORNIA HIGHWAY PATROL

. SPECTION PROGRAM
CHAPTER 8

COMMAND REIMBURSABLE SERVICES

29,

30.

Are dignitary protection services referred to the Office |

of Dignitary Prolection?

Are CHP 312 forms. CHP 313 forms, and CHP 467
forms prepared when a statewide agreement is in
effect? o

“Questions 32 through 38 pertain to training agreement procedures and reporting for services provided.

32,

33

34,
© 35,

36.

“37a

38.

31.

When state agenmes are requesting a statewide
agreement, are they referred to Enforcement
~_Services Division, Field Support Section?

X Yes

X Yes

> Yes

[ No

[INo

(] N/A

(] N/A

Page 3 of 4

Remarks

Remarks:

Remarks

Is a CHP 230 prepared by the contracting party when ',

fees are collected on the day of the training session? |
!

Are the orlgmal CHP 467 and contract agreement ;

submitted to Fiscal Management Section (FMS) upon |

completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and

_special prOJectsi) within 5 days?

Are copies of CHP 467 forms forwarded to “the next

level of review?

[] Yes

X Yes

Yes

[:lNo

[ ]No

& N/A

(I N/A

“ Remarks No outside training has
_been provided by the Area
i LA LSA TR A ALl o P S

i
i

Remarks

[]No

LIN/A

Remarks-

“Is the date when the Billing ‘Memorandum was sent to
FMS noted on the Reimbursable Services Control

Log? L

X Yes

[1No

LIN/A

Isa copy / of the command's Reimbursable Services
Control Log forwarded or e-mailed to the Division
Coordinator at the end of each month?

[]Yes

Xl No

LI N/A

Remarks:

Remarks: Action Item #1

Is the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure
all reimbursable time has been reported to FMS for

_billing purposes?

K Yes

[ No

L] N/A

Remarks:

Are outstanding items being mspected and resolved?

X Yes

[ No

[1N/A

Remarks

“Questions 39 through 52 pertain to extraordinary protectiv
_special projects.

e services and report of overtime hours for reimbursable

39.

41,

Is a copy of the CHP 467 and CHP 465 submitted lo
FMS upon completion of extraordinary protective
services”?

[s a reimbursable speCIaI pIO_]eCl code obtained on
every contractual service?

Is the overtime report(s ) for reimbursable : spemal T
project(s) used to reconcile CHP 415 forms for each
special project?

42

Are the special project codes on the overtime
report(s) verified to ensure the correct special project
code has been used?

44,

45,

Are all corrections noted on the overtime report( )——

Are overtime reports approved and dated by the

| Rernarks' No exlraordinary

commander after reconciling?

s the original overtime report(s) forwarded to FMS?

[ ves [JNo DI NA | | protective services agreements were
___________ I EE— .. rewewed

Byes | [INo | [JNA | Risiccas

B4 Yes | [INo | [JN/a | Remarks

2 - S — S

X Yes | [JNo |[JNA | Remarks.

Yes | [INo |[INA|Remers

X Yes | [INo | CINA | Remerts |

KYes | ONo [[JNALT

CHP 880U (Rev 02-09) OPI 010




STATE OF CALIFORNIA
“PARTMENT OF CALIFORNIA HIGHWAY PATROL

'SPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

46. Is a copy of the overtime report forwarded to Division I

Page 4 of 4

| Remarks A copy is due lo the

by the 10" of the month (except COZEEP/MAZEEP)? | X Yes | [ No | [CIN/A | Division by the 15%of each month
The due date 1s delayed because the
f overtime report does nol gphl_ printed
o N ~ | | by Headguarters untithe 9" _
47. Are all COZEEP/MAZEEP reports forwarded to !
Division by the 15" of the month? | Kvyes | [ONo [N | Remerks
48. Are all COZEEP/MAZEEP reports approved by
Division and forwarded to FMS by the 30" of the Yes | [(JNo | [JN/A | Remarks X
_month? N - S I
49, Ts a copy of the CHP 71 attached to the overtime )
report(s) when there are reimbursable nonuniformed | [] Yes | [JNo | [XI N/A f;;”?égsI':{?’;\if'\”if}ﬁg’;;’ed'm‘:ls
personnel hours? involved, the CHP71 is atlached la
I T o __ - _the OT report. R
50. Is an amendment of service agreement requested
prior to the fund being depleted, and if necessary, is | []Yes | [(JNo [ [DJNA 2?8”;/36‘;\;;0"1?'8%1"”'9‘1 al
the service discontinued? o -
51. Are all payments made directly to FMS?
o o o Yes | [INo | [ N/A | Remarks: All checks made to GHP-
52. Does the command require delinquent companies to
pay outstanding invoices in full prior to providing any | [] Yes | [ No | X N/A E?Q:;g‘ﬁ;ﬁ?on;mjgsgqfﬂgr’lgtrsrece"’e

future services?

CHP 680U (Rev 02-09) OPI 010
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DERARTMENT OF ALIFORNIA HIGHWAY PATROL e SIS Chapter:

COMMAND INSPECTION PROGRAM [ 258 WestLA | Southern 18

EXCEPTIONS DOCUMENT Justine Lam 5/14/09
- age 1of3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the X Corrective Action Plan Included
< Division Level [] Command Level | Inspection: 6
X] Attachments Included
[] Executive Office Level
Forward to:

Follow-up Required:

X Yes I No

Chapter Inspectio

Southern Division
Due Date: 6/22/09

Inspector's Comments Regarding Innovative Practices:
None.

| Command Suggestions for Statewide Improvement:
Mone.

[ Inspector’s Findings: |

On May 14 2009, Southern Division conducted an inspection on West Los Angeles Area’s reimbursable
services. The review was done by inspecting ten documents of the Area’s reimbursable services for the
period of May 1, 2008 to April 30, 2009 and assessing them for compliance to Highway Patrol Manual
(HPM) 11.1, Chapter 6.

West Los Angeles Area’s reimbursable services is handled by the Area Overtime Coordinator, Officer
Ana Markey as designated by the Area Standard Operating Procedures (SOP). Officer Ana Markey has
assumed this position for approximately four years. It was apparent during this inspection that Officer
Ana Markey had good knowledge of the policies and procedures relating to reimbursable services.

~

After completion of the CHP 465 and 467, Officer Ana Markey forwards the documents to the
commander for review and signature.

ACTION ITEMS

Action ltem #1
Nuestion 18: Is a CHP466 maintained?

CHP 680A (Rev. 02-08) OPI 010



DEPARTMENT OF CALIFORNIA HIGHWAY PATROL NS N Chaplor.

COMMAND INSPECTION PROGRAM [ o0 JestLA | Southern -

EXCEPTIONS DOCUMENT Justine Lam 5/14/09
‘age 2 of 3

Question 20: |s the CHP466 closed out at the end of each fiscal year with a new log implemented on
July 1 beginning with the sequential number 0017

Question 21: Are all sequential numbers accounted for when reconciling with the Billing Memorandum?

Question 22: Are sequential numbers not matching Billing Memorandums reconciled?

Question 36: Is a copy of the command's Reimbursable Services Control Log forwarded or emailed to
the Division Coordinator at the end of each month?

e The log was neither reconciled nor forwarded to Southern Division as there was no CHP 466 (R#
Log) maintained by the Area. i

Note: The following items were not part of the Chapter 8 checklist however the discrepancies below
were identified during the inspection:

One out of ten documents reviewed had an error on the CHP465 form. On Line item #9, the deposit
collected should only be written if a check was collected by the Area. It was identified that several CHP
465’s indicated a check had been collected by the Area when in fact it was paid directly to Division. ~

One out of ten documents reviewed had a coding error on the 415s (see highlighted fields in attachment
1). SPC807 (cozeep) was used instead of SPC63 (other special event). Per HPM 11.1, Chapter 6,
paragraph 10b, the correct SPC needs to be used for billing purposes.

One out of ten documents reviewed had an error on the 415 where the mileage field was left blank.
Mileage amount needs to be indicated for billing and reconciliation purposes.

| Commander's Response: X Concur or [ Do Not Concur (Do Not Concur shall document basis for response) |

Area will immediately implement the use of a CHP 466. The Area's Overtime Coordinator was part of
the inspection team and now has a more thorough understanding of what is required. She will work with
the Administrative Lieutenant in implementing the changes necessary to ensure compliance with 415
documentation relative to reimbursable overtime. These findings will also be discussed with the Area

Supervisors at the next Area Staff Meeting.

Several other minor discrepancies were noted that were not part of the Chapter 8 checklist. Those
errors can be avoided in the future by a more careful review of the reconciliation reports and the

associated CHP 415s,

CHP 680A (Rev, 02-09) OPI1 010



DEPARTMENT OF GALIFORNIA HIGHWAY PATROL ottt SV Chapter.

COMMAND INSPECTION PROGRAM [ 220 WestLA | Southern o

EXCEPTIONS DOCUMENT Justine Lam 5/14/09
age 3 of 3

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

N/A

Required Action

Caorrective Action Plan/Timeline

See Commander's response.

A
] Employee would like to discuss this report with COMMAN 5. SIGN E DATE
the reviewer. . 1 (,.ﬁ' 7
(See HPM 9.1, Chapter 8 for appeal procedures.) &
INSPEC DR'S'S:[GN'ATURE / DATE
Sy & ~tf <%
[[] Reviewer discussed this report with REVIEWERS SIGNATURE DATE
employee C// M - /
[] Concur [[1 Do not concur L ¢ /o0 /0 7

CHP 680A (Rev. 02-09) OPI 010
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STATE OF CALIFORNIA Command: Division: Nt{mber:
N=PARTMENT OF CALIFORNIA HIGHWAY PATROL West LA Southern Eight (8)
S N PR Evaluated by: Date:
b,L‘ZFF:TEEg-IS-IO OGRAM Sgt. Michael Stefanoff # 14924 | 05/15/2009
Assisted by: Date:
COMMANE DEICOSH RECOVERI Officer Clifford Porter # 16738 | 05/15/2009

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any "No” answers, discrepancies -
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. |f this form is used as a Follow-
up Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION

Division Level (] Command Level .
/.--""-_-/
[] Office of Inspections ] Voluntary Self-Inspection _/I/—-———'—
Follow-up Required: [] Follow-Up Inspection | Commander's Signauge: Date:
X Yes []No ¢ -
BY: le /57
For applicable policies, refer to HPM 11.1, Chapter 20. : /

Note: If a "No” or "N/A" box is checked, the "Remarks" section shall be utilized for explanation.
1. Does the command have sufficient procedures to -
ensure that a CHP 735, Incident Response Yes | [ONo | [JN/A | Remarks:
Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?
2. What are these procedures?

This command has the Area Accident Investigation Officer verify that the Cost Recovery Criteria has been met
with an arrest for a violation of California Vehicle Code section 23152 or 23153. Helshe also determines if the
arrested party caused a response to an incident and has a supporting Blood Alcohol Concentration Test (BAC
Test) with a result of .08% or greater, meeting the criteria for the CHP 735 A section. The officer may utilize the
conditions of the CHP 735 B section in the case of a BAC Test that returns under the .08%, a refusal to take the
BAC Test, or a chemical test that is for drugs only. The Accident Investigation Review Officer reviews the
reports and ensures that a CHP 735 is attached when the criteria is met. The Sergeant on duty then reviews the
Arrest report along with the CHP 735, verifying the CHP 735 meets the required criteria. The report along with the
CHP 735 is then forwarded to the CHP 735 Officer who reviews the CHP 735 for accuracy and time verification
before forwarding the CHP 735 to the Area Lieutenant for approval. Once the Area Lieutenant signs and returns
the CHP 735, the CHP 735 officer forwards the reports to Fiscal Management Section (FMS).

3. Does the command have a specific employee(s)
assigned to process all CHP 735 forms? Yes | [ONo | I N/A | Remarks:

4. |Ifthe answer to question 3 of this checklist is yes, is
the responsibility of processing all CHP 735 forms R Yes | [ONo | [JN/A | Remarks:
listed in their job description or any other document?

CHP 680U (Rev. 02-09) OPI 010



STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

Page 2 of 4

5.

Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

[ Yes

<] No

1 N/A

Remarks:
Action Item # 1.

Does the command have a suspense system in place

to facilitate notification of a conviction invalving cases

meeting the requirements of the Driving Under the

Influence (DUI) Cost Recovery Program? This would

involve cases where the following criteria applies:

» A Blood Alcohol Content (BAC) under .08%

e A chemical test is positive for drugs only

e There is no supporting BAC test of drug test (i.e.,
a refusal)

X Yes

] No

LI N/A

Remarks:

Are CHP 735 forms completed based on the criteria
of Section A of the form being forwarded to FMS
within ten business days from one of the following
dates?

e The date of BAC results of =.08% were received

e The date of BAC results of =.04% were received
for a commercial driver

[]Yes

X No

[ N/A

Remarks:
Action Item # 2.

Are CHP 735 forms completed based on the criteria

of Section B of the form being forwarded to FMS

within ten business days from being notified of a

conviction of California Vehicle Sections 23152 or

23153, or greater offence as a result of one of the

following?

e The person arrested refused to provide a
chemical test

e The arrest was for drugs only

e A BAC of <,08% was obtained

X Yes

O No

I N/A

Remarks:

Is the Itemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

X Yes

] No

I N/A

Remarks:

10.

If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUI Cost
Recovery Program, without forwarding the CHP 735
to FMS?

[] Yes

(] No

X N/A

Remarks:
None Inspected.

1.

Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes?

X Yes

I No

O NA

Remarks:

12.

Do the total number of staff hours charged on the
CHP 735 agree with the appropriate CHP 415, Daily
Field Record?

X Yes

1 No

O N/A

Remarks:

CHP 680U (Rev. 02-09) OP1 010




Page 3of4d
STATE OF CALIFORNIA
P=PARTMENT OF CALIFORNIA HIGHWAY PATROL
SPECTION PROGRAM
CHAPTER 8
COMMAND DUI COST RECOVERY
13. Does the Notes portion of the CHP 415 indicate the
billable DUI time when the CHP 415 includes more [IYes | KXINo |CINA | ROMEKE s
than one activity? e i
14. Are the staff hours incurred by members of the
Department for the following activities associated with | [X) Yes | [JNo | [IN/A GLEHAnEE:
an incident meeting the criteria for DUI cost recovery
included in the CHP 7357
« Response Time
s On-Scene Investigation
e Follow-up Investigation
e Report Writing
e Vehicle Storage
e Call Back
e Field Sobriety Testing
¢ Transportation
» Booking
e Chemical Testing
o Traffic Control
15. Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for X Yes | [ONo | [JN/A | Remarks:
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?
16. Is the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being X vYes | [ONo |[JN/A | Remarks:
used?
17. Is a copy of the CHP 735 being retained at the
command and filed? X Yes | [JNo | [JN/A | Remarks:
18. Is the command utilizing the, optional, CHP 735A to
track cases qualifying for the DU| Cost Recovery X Yes | CINo |[JN/A | Remarks:
Program?
19. In the absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?
N/A, Currently utilizing the CHP 735 A document for tracking the DUI Cost Recovery Program.
20. Are commands using a ¢case menitaring system to

track cases qualifying for the DUl Cost Recovery
Program including the following information in the
monitoring system?

* Defendant Information

Violation Information

Court Information

FMS Information

BAC test results

X Yes

I No

[ N/A

Remarks:

CHP 680U (Rev. 02-09) OP1 010




STATE OF CALIFORNIA
N=PARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

Page 4 of 4

21, Are cases not resulting in a conviction within 12

months after submission to the District Attorney OYes | X No |[ONA 26’?3"‘5:
o ction Item # 4.
closed out after court verification of case status?
22. Do closed out cases on the monitoring system have
a line drawn through the Conviction Date and Dateto | [JYes | I No | [JN/A f:emafksr
ction ltem # 4.
FMS as well as the reason the case was closed and
date of last follow-up check?
23. Are refunds or overpayments, as a result of
erroneous charges, in an amount of = $5.00 being CdYes | [ONo | XIN/A gf&i’s“:‘;d by FMS
processed by the Department? s
24. Is the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms | (X Yes | [INo | [ N/A REMAS:
and case status identifying any deficiencies in the
submission and accountability of the DUI Cost
Recovery Program?
Question 25 pertains to Fiscal Management Section: i
25. |s FMS reviewing the CHP 735 forms for .
completeness of information and returning deficient | (X Yes | [JNo | [IN/A Eﬁr?:t?:rsr.led 135' for corrections

forms to the issuing command for corrections?

are reviewed by the Administrative
Sergeant.

CHP 680U (Rev. 02-09) ORI 010




DLPAR VAT OF CALIFORNIA HIGHWAY PATROL (GO PSIeR Chapter.
COMMAND INSPECTION PROGRAM [ \WestL.A. | Southern gt (5)
SXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 05/1 5/2008
"age 1of &

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the X Corrective Action Plan Included
[X) Division Level [] Command Level inspection:
_ X Attachments Included
[J Executive Office Level Ten (10) hours
Forward to:

Follow-up Required:

MKYes  [dNo Due Date: 06/22/09

Chapter Inspection: Eight (8) — Command DUI Cost Recover

Inspector's Comments Regarding Innovative Practices:

Southern Division

N/A
[Command Suggestions for Statewide Improvement: |
[ Inspector's Findings: e |

On May 14, 2009, the Southern Division Inspection Team conducted an inspection of the West Los
Angeles Area. The scope of the inspection included the Driving Under the Influence Cost Recovery
Program (CHP 735). The inspection was conducted in accordance with the Command Inspections
Manual, Highway Patrol Manual 22.1 (HPM), Chapter 8. Due to the number of total CHP 735’s prepared
over the past twelve months, ten percent (5 documents) would not have been sufficient. A minimum of
ten documents of the Area’s CHP 735's for the previous twelve months were inspected. Due to some
discrepancies in the processing of B.A.C. results and identifiable billing activity on the CHP 415’s, an -

1ditional ten documents were inspected. In addition, the Case LLog — DUI Cost Recovery Program
\CHP 735A) was utilized to verify the tracking and processing of the CHP 735's.
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The CHP 735 program is currently being processed and monitored by Area Community Oriented
Policing Officer T. Johnson, #17339 (C.0.P.S. Team). The Area Overtime Coordinator was previously
assigned this task for the past month and prior to that time the program was processed by the Area
Office Assistant. The Area Standard Operating Procedures (S.0.P.) still indicates the responsibility of
the CHP 735 program is with the Area Office Assistant and has yet to be revised.

Officer T. Johnson assumed the position on Monday May 11, 2009. In addition to her regularly assigned
duties, the officer is currently attempting to learn and understand the requirements of HPM 11.1,
Chapter 20, and is well organized with paperwork files. Currently, the Area Lieutenant is the final level
of review for submitted CHP 735's and signs for the Area commander, before forwarding to Fiscal

Management Section (FMS).

The West Los Angeles Administrative Sergeant assumed the position in April 2004. The Administrative
Sergeant completes the review of only disputed claims at the requests of Fiscal Management Section

(FMS).

The West Los Angeles Area Commander assumed the position in January 2008. It is apparent that the
Area commander has taken an active role in the management and importance of the Area’s DUI Cost"
Recovery Program. The Area Commander has instructed Sergeant's in the Area to monitor and ensure

HP 735's are processed when required criteria are met.

ACTION ITEMS

Action Item #1 — Ensure all CHP 735's are forwarded to Fiscal Management Section properly with
completed criteria in either Section A or Section B of the form, in accordance with departmental policy,

HPM 11.1, Chapter 20 (Question #5).

e The CHP 735’s with B.A.C. results (Blood) were being suspended and not processed within the
ten day time frame from the date the B.A.C. results were obtained. The above mentioned forms
were being changed to Section B of the form and therefore not being processed to FMS until after

a conviction was obtained.

Action Item #2 — Ensure all CHP 735's are processed and forwarded to Fiscal Management Section
within ten (10) business days of the established criteria (CHP 735 — Section A), in accordance with

departmental policy, HPM 11.1, Chapter 20 (Question #7).

e It was determined that the processing of CHP 735's is delayed based upon the reason explained
in Action Item #1. Certain CHP 735's with B.A.C. (Blood) results were in the suspense file and
others were not forwarded to FMS until after a conviction was obtained. Due to the
aforementioned, a number of CHP 735’s (Section A = Blood B.A.C. results) were not processed

within the required ten day time frame.
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Action Item #3 — Ensure the CHP 415 indicates billable DUI time and that the time is listed in the notes
section of the CHP 415 and broken down by specific activity when the CHP 415 includes more than one
activity. In addition, the arrestees name and case number shall be included on the CHP 415 in
accordance with departmental policy, HPM 11.1, Chapter 20 (Question #13).

e The Area CHP 735 Officer ensures all time indicated on a submitted CHP 735 corresponds with
an attached CHP 415 for that incident. However, many of the CHP 415'’s attached do not indicate
what billable activity is recorded on the CHP 735 as required. Some of the CHP 415’s indicated
billable activity time by highlighting the activity time corresponding with the CHP 735. Although
the billable hours are itemized on the CHP 735, many of the same hours are placed under one
block of time (ex; 3 hours = Response/DUI TC/Booking/Paperwork) and are not easily
recognizable and/or verifiable.

e The Area Field Training Officers (FTO’s) attach their CHP 415's with the Trainee’s for submission
with the CHP 735. Although, their time is not specifically designated as a supervisor or Officer in
Charge, the time is not itemized on the CHP 415. Instead, all time on the CHP 415 indicates FTO
under the activity time, with no corresponding time to verify with the CHP 735.

Action Item #4 — Ensure cases not resulting in a conviction within 12 months after submission to the
District Attorney are closed out after court verification of case status (Question #21 and #22).

e It was determined that CHP 735's pending convictions are placed in a suspense file. All CHP
735’s pending disposition are placed in this file, including those beyond the 12 month processing
time frame. Currently there is no process for identifying or determining case status for those
beyond the 12 month requirement.

[Commander's Response: X Concur or [J] Do Not Concur (Do Not Concur shall document basis for response) ]

The findings of the inspection are accurate. The Area had recently conducted it's own independent
review of the CHP 735 process and as a result realigned some special duty functions. Part of this
realignment included moving the processing of CHP 735's from the clerical unit to one of the special
duty officers (Area Overtime/Field Support). This change will enhance the timeliness and accuracy of
the CHP 735's. Along with that change the following action items have been addressed as follows:

Action Item #1, 2 & 3 — Area will ensure all personnel are thoroughly trained in the completion of the ~
CHP 735. This will include the discrepancies identified in Action ltems 1-3, as they relate to the field
officer. This will be accomplished through a briefing item (which has already been prepared and placed
in the briefing book) and at the next area training day. Additionally, the CHP 735 officer will review this
report as well as policy contained HPM 11.1, Chapter 20. This will ensure the appropriate section (A or
B) is being checked and forms are processed in the required time frames. Area administrative sergeant
will conduct periodic inspections of CHP 735s to ensure compliance with policy. Area management will
Iso discuss this report with the sergeants at the next Area staff meeting to ensure their review of future

CHP 735s is thorough and complete.
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Action ltem #4 — The Area CHP 735 officer will perform a check at a minimum of once per week, on a
day to be pre-determined, for case status of CHP 735s that are pending disposition. CHP 735’s that are
beyond the 12 month time frame and still have no conviction data will be closed and placed in a
separate file. The CHP 735a, Case Log, will be updated appropriately. Additionally, the CHP 735
officer is scheduled for Consolidated Criminal History Records System (CCHRS) training in July.

-~

The Area Standard Operating Procedure will be updated to indicate that the responsibility for processing
CHP 735's lies with the Community Oriented Policing Officer.

Also, these findings and the corrective actions will be discussed at the next Area staff meeting to ensure
the Supervisory team is well informed and compliance is maintained.

Inspector’s Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

None.
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Required Action

Corrective Action Plan/Timeline

See Commander's response.

[T Employee would like to discuss this report with COR'S IGRATURE DATE
the reviewer. ‘ .
{See HPM 9.1, Chapter B for appeal procedures.) 4% /65:; Ly Cv / r; ?
INSPECT _:ESIGNATupt DATE
e A Lr-of
[C] Reviewer discussed this report with REVIEWER'S SIGNATURE DATE /
employee . / / 09
. L] Concur [J Do not concur T G /#2797
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INSTRUCTIONS: Answer individual items with "Yes" or "No” answers, or fill in the blanks as indicated, Any “No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section.

Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command, Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken, If this form is used as a Follow-
up Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level

[] Office of Inspections

[] Command Level

[] Voluntary Self-Inspection

Lead Inspeclor's Signalure:

C

Follow_up Requ”-ed [:l FO”OW-Up |nSpeCti0n Cormmander’s Signature: Date:
X Yes [ ] No . 7 / / .
AL s P L— L-12-09

For applicable policies, refer to HPM 11.1, Chapter 20.

Note: If a "No” or "N/A" box is checked, the "Remarks” section

shall be utilized for explanation.

1. Does the command have sufficient procedures to
ensure that a CHP 735, Incident Response X Yes | [JNo |[JNA | Remarks:
Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?

2. What are these procedures?

This command has the Area Accident Investigation Officer verify that the Cost Recovery Criteria has been met
with an arrest for a violation of California Vehicle Code section 23152 or 23153. Helshe also determines if the
arrested party caused a response to an incident and has a supporting Blood Alcohol Concentration Test (BAC
Test) with a result of .08% or greater, meeting the criteria for the CHP 735 “A” section. The officer may utilize the
conditions of the CHP 735 “B" section in the case of a BAC Test that returns under the .08%, a refusal to take the
BAC Test, or a chemical test that is for drugs only. The Accident Investigation Officer gives the CHP 735 to the
on duty Sergeant for review. The on-duty Sergeant reviews the CHP 735 for accuracy, separates the CHP 735
from the report and forwards the CHP 735 to the Evidence Officer. The Evidence Officer relies on the Sergeants
review as the final review of the CHP 735. As the Area Commander’s designee, the Evidence Officer signs the
CHP 735 and forwards the CHP 735 to the Fiscal Management Section (FMS) without any further review.

3. Does the command have a specific employee(s)
assigned to process all CHP 735 forms? X vYes | (INo | [JN/A | Rematks:
4. If the answer to question 3 of this checklist is yes, is R 5
HSAR d "4 emarks’
the responsibility of processing all CHP 735 forms Yes | [JNo | [INA South Las Angeles Area §.0.P.

listed in their job description or any other document?

Evidence Officer 11-1.1 C. 5. (h).
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5. Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed | X Yes | [1No | [J N/A Remarks:
criteria in either Section A or Section B of the form?

6. Does the command have a suspense system in place
to facilitate notification of a conviction involving cases Yes | [(JNo |[JN/A | Remarks:
meeting the requirements of the Driving Under the
influence (DUI) Cost Recovery Program? This would
involve cases where the following criteria applies:

s A Blood Alcohol Content (BAC) under .08%

¢ A chemical test is positive for drugs only

e There is no supporting BAC test of drug test (i.e.,
a refusal)

7. Are CHP 735 forms completed based on the criteria
of Section A of the form heing forwarded to FMS X Yes | [ONo | [JN/A | Remarks:
within ten business days from one of the following
dates?

e The date of BAC results of =.08% were received
e The date of BAC results of =.04% were received
for a commercial driver

8. Are CHP 735 forms completed based on the criteria
of Section B of the form being forwarded to FMS K Yes | [JNo | [JN/A | Remarks:
within ten business days from being notified of a
conviction of California Vehicle Sections 23152 or
23153, or greater offence as a result of one of the
following?

» The person arrested refused to provide a
chemicat test

s The arrest was for drugs only

» A BAC of <.08% was obtained

9. Is the ltemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual X]Yes | [JNo | [JN/A | Remarks:
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

10. If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUI Cost [Jyes | [JNo | X NA Ez:‘:rl';ss scted
Recovery Program, without forwarding the CHP 735 P ‘
to FMS?

11. Are staff hours involved in the incident recorded on

the CHP 735 to the nearest ten minutes? Yes | [INo | [LINA el

12. Do the total number of staff hours charged on the _
CHP 735 agree with the appropriate CHP 415, Daily []Yes No [ [IN/A Ef?:r:gi =R FEe 2l CaEEE
Field Record? Action Item #1 '
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13. Does the Notes portion of the CHP 415 indicate the - —
billable DUI time when the CHP 415 includes more | [1Yes | DI No | [JNIA | B0 oy
than one activity?

14. Are the staff hours incurred by members of the —
Department for the following activities associated with | [JYes | [INo | [TN/A | F20REE sy
an incident meeting the criteria for DUI cost recovery
included in the CHP 7357
¢ Response Time
e On-Scene Investigation
e Follow-up Investigation
e Report Writing
* Vehicle Storage -
» Call Back
¢ Field Sobriety Testing
e Transportation
¢ Booking
s Chemical Testing
s Traffic Control

15. Are the staff hours for officers-in-charge, sergeants, ool
lieutenants, or captains listed on the CHP 735 for K Yes | [CINo [ LINA =
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?

16. Is the current hourly rate for reimbursement, sent out ,
to all commands via Comm-Net from FMS, being R vYes | [INo |[]NA | Remarks:
used?

17. Is a copy of the CHP 735 being retained at the ,
command and filed? Yes | [ONo |[JN/A | Remaks:

18. Is the command utilizing the, optional, CHP 735A to R

OYes | KINo | LINA | 300k 7354 is not utilized. See

track cases qualifying for the DU] Cost Recovery
Program?

Question # 18

19. In the absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?

In January 2009, the South Los Angeles Administrative Sergeant created a spreadsheet on Microsoft Excel. The
spreadsheet is used for tracking and monitoring the CHP 735 information. The Area Evidence Officer is in
charge of updating the spreadsheet and monitoring the cases on the spreadsheet that are pending or outdated.

20. Are commands using a case monitoring system to

track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?

s Defendant Information

Violation Information

Court Information

FMS Information

BAC test results

B4 Yes

] No

[ NIA

Remarks:

As of January 2009, CHP 735's are
monitored by the new
spreadsheet. Prior to January
2009, there was no fog or
monitoring system in place to
track and monitor the CHP 735's.
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21. Are cases not resulting in a conviction within 12

months after submission to the District Attorney KYes | CONo | [ONA | Remarks:
closed out after court verification of case status?

22. Do closed out cases on the monitoring system have Remarks:
a line drawn through the Conviction Date and Date to | X Yes | [JNo | [TN/A '
FMS as well as the reason the case was closed and
date of last follow-up check?

23. Are refunds or overpayments, as a result of Remarks:
erroneous charges, in an amount of = $5.00 being [CIves | [INo | BINIA | oo ced by FMS.
processed by the Department?

24 . |s the command reviewing the quarterly reports sent - RETTAS
by FMS related to the submission of CHP 735 forms Yes | [ONo | [INA ‘
and case status identifying any deficiencies in the
submission and accountability of the DUI Cost
Recovery Program?

Question 25 pertains to Fiscal Management Section.
25. Is FMS reviewing the CHP 735 forms for -
X Yes | [INo |[JNA | Remarks:

completeness of information and returning deficient
forms to the issuing command for corrections?

All returned CHP 73§’s for
corrections are reviewed by the
Area Administrative Sergeant.
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INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the
chapter number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the
document shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the B Corrective Action Plan Included

[ Division Level [ Command Level | Inspection:
X Attachments Included

] Executive Office Level Twelve (12) hours
o oo Forward to:
Follow-up Required: Southern Division

X Yes [J No Due Date: 06/22/09

pter Inspection: Eight (8) — Command DUI Cost Recovery

Inspector's Comments Regarding Innovative Practices:

The Area Evidence Officer has an outstanding suspense system for processing the CHP 735's that are
pending chemical test results. The Evidence Officer is currently responsible for processing the CHP
735's and chemical test results submitted into evidence. The CHP 735 is attached to the CHP 36 form

Atil the test results are received from the crime lab. Once the test results are received, the CHP 735 is
pdated and processed the same day. The completed CHP 735 is then forwarded to Fiscal
Management Section (FMS) within the required time frame.

[ Command Suggestions for Statewide Improvement: |

Area recommends the CHP 735 form be revised as follows:
BAC RESULTS RECEIVED DATE should read BAC RESULTS and (TEST GIVEN) / DATE RESULTS

RECEIVED. This will improve the efficiency of CHP 735 processing.

Area recommends the following policy revision:
Due to the unavailability of the court case number for the suspect for an officer to enter on the CHP 415

for activity related to a CHP 735 DUI arrest, HPM 11.1, Chapter 20 shouid be revised to no longer
require this information. Compliance with this policy as written is relatively impossible.

| Inspector’s Findings:

n May 18, 2009, the Southern Division Inspection Team conducted an inspection of the South Los
Angeles Area. The scope of the inspection inciuded the Driving Under the Influence Cost Recovery
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Program (CHP 735). The inspection was conducted in accordance with the Command Inspections
Manual, Highway Patrol Manual 22.1 (HPM), Chapter 8. Ten percent (38 documents) of the Area’s CHP
735's for the previous twelve months were inspected. In addition, the Area’s Case Log (Excel
spreadsheet) is currently being utilized in lieu of a CHP 735A (DUI Cost Recovery Program — Case Log).
The Area Log has been utilized for tracking and processing of the CHP 735's since January 20009.

The CHP 735 program is currently being processed and monitored by the Area Evidence Officer. The
Area Evidence Officer assumed the position in October 2004. |n addition to regularly assigned duties
the Area Evidence Officer has a solid understanding of the requirements of HPM 11.1, Chapter 20, and
is efficient and organized with paperwork files. Currently, the on-duty supervisor (sergeant) is the final
level of review for the CHP 735's. After review, the CHP 735 is forwarded to the Evidence Officer for
processing. The Evidence Officer does not complete any additional review of the CHP 735. The
Evidence Officer signs the CHP 735 for the Area Commander before forwarding to Fiscal Management

Section (FMS). )

The South Los Angeles Administrative Sergeant assumed the position in May 2008. The Administrative
Sergeant supervises the Evidence Officer position and completes the review of only disputed claims at
the requests of Fiscal Management Section (FMS).

1e South Los Angeles Area Commander assumed the position in July 2007. It is apparent that the
Area commander has taken an active role in the management and importance of the Area’s DUI Cost
Recovery Program. The Area has a well defined process for submission of CHP 735’s as outlined in an
April 1997 briefing item. However, the Area has not re-briefed this procedure with the command or
included it as part of the Area Standard Operating Procedure (S.0.P.) since that time.

ACTION ITEMS

Action Item #1 — Ensure the CHP 415 indicates billable DUI time and that the time is listed in the notes
section of the CHP 415 and broken down by specific activity when the CHP 415 includes more than one
activity. In addition, the arrestees name and case number shall be included on the CHP 415 in
accordance with departmental policy, HPM 11.1, Chapter 20 (Questions #12 and #13).

o The on-duty sergeant is responsible for ensuring each officer indicated on a submitted CHP 735
also attaches their CHP 415 for that incident as well. However, many of the CHP 415’s attached
do not indicate what billable activity is recorded on the CHP 735 as required. Some CHP 415's
indicate billable DUI activity by blocking out any activity not associated with the CHP 735.
Although the billable hours are itemized on the CHP 735, many of the same hours are placed
under one block of time (ex: 3 hours = Response/DUI TC/Booking/Paperwork) and are not easily

recognizable and/or verifiable.

e Once the CHP 735 is reviewed, it is forwarded to the Evidence Officer for processing. The
Evidence Officer does not complete any additional review prior to submitting it to FMS. Other
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than the CHP 735's being placed in a designated box, there is no verification (initials, signature or
date) of review by the on-duty sergeant. In addition, some review of the CHP 415's, associated
with the CHP 735's may be completed through the C.A.R.S. system and therefore not attached to
the CHP 735. This specific procedure has been addressed in the past, however the briefing item
is outdated (April 1997).

Action ftem #2 — Ensure staff hours incurred by members of the Department for the following activities
associated with an incident meeting the criteria for DUI cost recovery are included in the CHP 735, in
accordance with departmental policy, HPM 11.1, Chapter 20 (Question #14).

e The Area Field Training Officers (FTO's) attach their CHP 415's with the Trainee's for submission
with the CHP 735. Although, their time is not specifically designated as a supervisor or Officer in
Charge, the time is not itemized on the CHP 415. There is no ability to verify if activity being
completed by the FTO meets the criteria for DUI cost recovery. Instead, all time on the CHP 415
indicates “FTO” with no corresponding time to verify with the CHP 735.

“Commander’s Response: [ Concur or [] Do Not Concur (Do Not Concur shall document basis for response)” |

See corrective Action Plan/Timeline

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

None.
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Corrective Action Plan/Timeline
These steps have been implemented upon review of this report, and changes and updates provided to

officers via briefing item.

Action item #1

Billable time will be documented for each DUI incident with the in-custodies name on the CHP 415. The
court case number can not be included because it has not been generated. Area will break down and
document specific activities performed on CHP 735 documents. Activity not related to the CHP 735 DUI
case will be redacted from the CHP 415 and attached to the CHP 735%.

Supervisors will review and approve CHP 735 reports for billing and activity accuracy before routing
them for processing by the evidence officer.

Action ltem #2

“raining Officers and Supervisor's will list their specific activities and times on their CHP 415's as it
_lates to CHP 735 DUI incidents so their time can be verified for billing purposes.

] Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer. "
(See HPM 9.1, Chapter 8 for appeal procedures.) é ’//7 ’0"7 -
DATE
6 //-0%
] Reviewer discussed this report with DATE
employee o ‘
[] Concur 1 Do not concur (L" / 2 l’//OC/
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INSTRUCTIONS: Answer individual items with "Yes” or “No” answers, or fill in the blanks as indicated. Any “No” answers, discrepancies

with policy, applicabie legal statues, or deficiencies noted in the ins
Additionally, such discrepancies and/or deficiencies shall be docum
command. Furthermore, the memorandum shall include any follow-

pections shall be commented on via the “Remarks” section.
ented on an Exceptions Document and addressed to the next level of
up and/or corrective action(s) taken. [f this form is used as a Follow-up

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

X Division Level [] Command Level (/,_3
/
- H -
[ office of Inspections 1 Voluntary Self-inspection P Q‘“‘*A,/l
FO"OW-Up Required: [ Follow-Up Inspection Commander’s Signature: Date:
Yes [ INo . o T N
X oY 0T~ b-/20%

For applicable policies, refer to HPM 11.1, Chapter 6.

Note: If 2 "No” or "N/A” box is checked, the "Remarks” section shall be utilized for explanation.

1.

Prior to the performance of services, is the
contracting party informed of the rates charged for
services, departmental equipment usage, and
cancellation policy?

Yes [ONo | CIN/A Remarks:

Does the billing rate include mileage and other
expenses such as uniform or equipment damage?

X Yes | [INo | [JNA | Remarks:

When a safety service is provided to another state
agency, is the agency’s five-digit billing code
obtained?

X Yes | [INo | [IN/A | Remarks:

Is the billing code documented on the Reimbursable
Services Billing Memorandum?

X Yes | [INo | [JN/A | Remarks:

Is $50 charged for each CHP uniformed employee
assigned to the detail if the cancellation notification is
less than 24 hours prior to the scheduled service?

X Yes | [INo | [JN/A | Remarks:

Is a minimum payment of 4 hours overtime charged
when employee(s) could not be notified of the
cancellation of their service(s)?

X Yes | [INo | CJN/A | Remarks:

Is information regarding the procedures to obtain
necessary right-of-way clearances or permits, local
requirements, and other pertinent information made
available to inquiring parties?

K Yes | [JNo |[JN/A | Remarks:

Are written requests for specific services directed to
the appropriate command?

K Yes | [INo | [JN/A | Remarks:

Are traffic control services less than $50,000
approved by Division?

X Yes | [INo | [JN/A | Remarks:

10.

Are traffic control services estimated to be $50,000 or
more approved by the Office of the Commissioner?

Remarks: Of the documents reviewed
D Yes D No E N/A none were over $50,000.

11.

Are extraordinary protective services approved by the
Assistant Commissioner, Field?

Remarks: Of the documents
D Yes D No & N/A reviewed, none were protective

services.
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Questions 12 through 17 pertain to collecting advance deposits.

Isa Reimbur.sable Services Agreement (RSA) log

12.
number requested from Division for every contract? K Yes | [CINo | [JN/A Remarks:

13. Is a CHP 465 form completed in accordance with _
policy? M Yes | [IJNo |[1N/A Remarks:

14. Are advance payments collected from the contracting
company prior to the start of the service? Yes | [INo | [JNja | Remarks:

15. Is a CHP 251 prepared and mailed to the contracting
company upon receipt of advance payments? Yes | [INo | [JN/A | Remarks:

16. Is a CHP 467 prepared and submitted to the Fiscal
Management Section upon completion of the X vYes | [INo | [JN/A | Remarks:
contractual service(s)?

17. s a copy of the CHP 465 attached to the weekly _

CHP 230, and if applicable, a CHP 1697 Yes | [JNo | [JN/A RBmaE:
Questions 18 through 31 pertain to the preparation of agreements.
18. Is a CHP 466 maintained? o
D Yes No D N/A Remarks: See action item #1

19. Do RSA numbers begin with the letter “R” to denote
reimbursable services, followed by two digit fiscal K Yes | [INo |[N/A | Remarks
year, three digit location code, and a sequential
number for each agreement?

20. Is the CHP 466 closed out at the end of each fiscal e
year with a new log implemented on July 1 beginning | [(JYes | IINo | [1N/A Remarks: See action item #1
with the sequential number 0017

21. Are all sequential numbers accounted for when o
reconciling with the Billing Memorandum? [JYes | K No |[INA Remarks:See action item #1

22. Are sequential numbers not matching Billing o .
Memorandums reconciled? [ Yes No | [J N/A | Remarks: See action item #1

23. Is the original RSA signed and filed at Area?

X Yes | [INo | [1N/A | Remarks:

24. Does the command proceed with all RSA
arrangements, and if needed, ensure the requestor K Yes | [INo |[JN/A | Remarks:
has obtained the necessary right-of-way, clearances,
and permits?

25. Is the indemnification clause included in the
agreement when requested? X Yes | [INo |[JN/A | Remarks:

26. Is the inclusion of the indemnification clause -
approved by the Department of General Services, XK Yes | [INo | [JN/A | Remarks:

Office of Legal Services?

27. If the service is over $50,000 per occasion, is a Remarks: None of the docurments
g::izggupgﬁgared and submitted to Contract OYes | [ONo | XINA reviewed were over $50.000.

28. Is a copy of the resolution, order, motion, or
ordinance of the local governing body obtained when | X Yes | [[INo | [1N/A AL
one of the contracting parties is a county, city, district,
or other local public body?

29. Are dignitary protection services referred to the Office
of Dignitary Protection? Yes | [INo | [JN/A | Remarks:
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30. Are CHP 312 forms, CHP 313 forms, and CHP 467

forms prepared when a statewide agreement is in
effect?

X Yes

JNo

L1 N/A

Remarks:

31.

When state agencies are requesting a statewide
agreement, are they referred to Enforcement
Services Division, Field Support Section?

X Yes

JNo

] N/A

Remarks:

Questions 32 through 38 pertain to training agreement procedures and reporting for services provided.

32. IsaCHP 230 prepared by the contracting party when Remarks: No outside training has
fees are collected on the day of the training session? | []Yes | [INo | [XIN/A | o0 orovided by the Area.

33. Are the original CHP 467 and contract agreement
submitted to Fiscal Management Section (FMS) upon | X Yes | [INo | [JN/A REMSTS:
completion of services (other than COZEEP,

MAZEEP, extraordinary protective services, and .
special projects) within 5 days?

34. Are copies of CHP 467 forms forwarded to the next
level of review? B Yes | [INo | [JN/A | Remarks:

35. Is the date when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control X Yes | [JNo |[JN/A | Remarks:

Log?

36. Is a copy of the command’s Reimbursable Services o
Control Log forwarded or e-mailed to the Division [JYes | I No | [ N/A | Remarks: See action item #1
Coordinator at the end of each month? -

37. Is the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure Yes | CINo | [IN/A | Remarks:
all reimbursable time has been reported to FMS for
billing purposes?

38. Are outstanding items being inspected and resolved?

X Yes | [JNo | [ N/A | Remarks
‘Questions 39 through 52 pertain to extranrdmary protectwe serv!cea and report of overtlme hours for reimbursable
'special projects. =< - - 5 : ;

39. Is a copy of the CHP 467 and CHP 465 submltted to Ramarks: Bl Sihelieuments &l
FMS upon completion of extraordinary protective OvYes | [ONo | DINA | 220 eviawad, none were protecive
services? services.

40. |Is a reimbursable special project code obtained on
every contractual service? X Yes | [INo | []N/A | Remarks:

41. |s the overtime repori(s) for reimbursable special
project(s) used to reconcile CHP 415 forms foreach | X Yes | [INo | [1N/A Remarks:
special project?

42. Are the special project codes on the overtime
report(s) verified to ensure the correct special project | i Yes | [ONo | [JN/A Remarks:
code has been used?

43. Are all corrections noted on the overtime report(s)? o

D Yes ‘E No D N/A Remarks: See action item #2

44. Are overtime reports approved and dated by the

B commander after reconciling? Yes | [INo | []N/A | Remarks:
45, Is the original overtime report(s) forwarded to FMS?
XK Yes | [JNo | [JN/A | Remarks:

46. Is a copy | of the overtime report forwarded to Division ,

by the 10 of the month (except COZEEP/MAZEEP)? | (X Yes | [INo | [ N/A | Remarks: Perpoiey Souther

Division overtime reports are due by
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the 15™ of the month.

47. Are all COZEEP/MAZEEP reports forwarded to
Division by the 15" of the month? b Yes | [JNo | [JN/A | Remarks:
48. Are all COZEEP/MAZEEP reports approved by
Division and forwarded to FMS by the 30" of the X Yes | [JNo | [JN/A | Remarks:
month?
49. |s a copy of the CHP 71 attached to the overtime : )
report(s) when there are reimbursable nonuniformed | [J Yes | [ No N/A Efgigﬁzn%ﬁfn'i?gﬁﬁggeﬂ;g Itge ke
personnel hours? involved the CHP 71 is attached to
the OT report
50. Is an amendment of service agreement requested
prior to the fund being depleted, and if necessary, is Yes | [INo | [CJN/A | Remarks:
the service discontinued?
51. Are all payments made directly to FMS?
Yes I:I No l___l N/A Remarks:
52. Does the command require delinquent companies to ,
pay outstanding invoices in full prior to providingany | [JYes | [JNo N/A ﬁ?gﬂig‘&fﬁ?ﬁ“ﬁﬂgﬁgga':fetr;ece've

future services?

regarding delinquent accounts.
Therefore commands cannot track
this information.
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COMMAND INSPECTION PROGRAM [ SouthLA. | Southern Eight (6)

EXCEPTIONS DOCUMENT Officer Ana Markey 1 05/18.2009 )
age 10f4

INSTRUCTIONS This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the Corrective Action Plan Included
[ Division Level [] Command Level | Inspection:
. . Attachments Included
(] Executive Office Level Eighteen (18) Hours
o [ Forward to:
FOllDWENR REq I Southern Division
Due Date:
Myes  [INo 06/22/2009

Chapter.Ins|

Inspector's Comments Regarding Innovative Practices:

N/A

| Command Suggestions for Statewide Improvement: ) B

Inspector’s Findings:

On May 18, 2009, the Southern Division Inspection Team conducted an inspection of the South Los Angeles
Area. The scope of the inspection included the Command Reimbursable Services. The inspection was conducted
in accordance with the Command Inspections Manual, Highway Patrol Manual 11.1 (HPM), Chapter 6. Ten
percent (13 documents) of the Area’s Reimbursable Services documents for the previous 12 months were

inspected.

South L.A.’s reimbursable services is handled by the Area Overtime Coordinator, Officer Mario Staats as
indicated in the Arca Standard Operating Procedures (SOP) Officer Staats has assumed this position for

approximately 5 years.

After completion of the CHP 465 and 467, Officer Mario Staats forwards the documents to the commander for
review and signature.
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ACTION ITEMS
Action Item #1

Question 18: Is a CHP466 maintained?

Question 20: |s the CHP466 closed out at the end of each fiscal year with a new log implemented on-
July 1 beginning with the sequential number 0017

Question 21; Are all sequential numbers accounted for when reconciling with the Billing
Memorandum?

Question 22: Are sequential numbers not matching Billing Memorandums reconciled?

Question 36: Is a copy of the command’s Reimbursable Services Control Log forwarded or emailed to
the Division Coordinator at the end of each month?

« The log was neither reconciled nor forwarded to Southern Division as there was no CHP 466
(R# Log) maintained by the Area.

Action Item #2

Are all corrections noted on the overtime report(s)? (Question #43).

e Area did not note inaccuracies of miles or hours to the Cozeep and Mazeep reports. See attached
documents.

Notes: The following items were ot part of the Chapter 8 checklist however the discrepancies below were
identified during the inspection.

While inspecting the Area’s Cozeep and Mazeep Reconciliation reports I noted discrepancies in the Officers
reported hours and miles. Reports would be easier to reconcile and more accurate if 415s were attached to the

report. See attached documents.

The counter receipt number (on form CHP251) and the R# assigned to the detail were not writien on the checks
collected. Per HPM 11.1, Chapter 4, paragraph 8a. (6). the counter receipt number needs to be indicated on the
check. See attached documents. )

On the CHP462 form (#9 line item), the deposit collected should only be written if a check was collected by the
Area. See attached documents. It was identified that several CHP 465°s indicated a check had been collected by

1e Area when in fact it was paid directly to Division.
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I ]

| Commander’s Response: [X] Concur or [] Do Not Concur (Do Not Concur shall document basis for response) ’

See Corrective Action Plan/Timeline

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

ane.

CHP B80A (Rev. 02-09) OPI1 010



D PAFYMENT OF GALIFORNIA HIGHWAY PATROL Cominand: . S

COMMAND INSPECTION PROGRAM  |-SouliLA. | Southem Eight (8)

EXCEPTIONS DOCUMENT Officer Ana Markey 05/18.2009
age 4 of 4

Required ‘Action s S i RGP

Corrective Action Plan/Timeline
These issues were resolved upon review of the inspection document.

Action ltem #1 - Area had relied on Division’s CHP 466 to track R#'s, but has now established an Area
Level CHP 466 as required by policy.

Action Item #2 — Area will attach copies of CHP 415's to reimbursable contracts to insure accuracy of
information concerning hours and miles driven.

Noted ltems:

Officer Staats has been instructed to enter the amount that was "Pre-paid" to Division, on the CHP 465
& CHP 467 where appropriate. Also, Officer Staats was instructed to enter the statement "Detail was
pre-paid to (whomever it was paid to). No check was collected on scene," in the "reason why advanced

deposit was not collected” box on the CHP 467.

_.1e amount received will no longer be entered on the CHP 465 or CHP 467 unless the Area physically-
receives a check.

[ ] Employee would like to discuss this report with COMMANDER S SlGNA/MRE DATE
the reviewer. : )
(See HPM 9.1, Chapter 8 for appeal procedures.) L g
INSECER-S-SKSNATURE DATE
i L/; - o F
[} Reviewer discussed this report with REViEWTR S SIG ATU E DATE
employee 7 , e
~] Concur [] Do not concur i/ , e N— (s /QV/(f‘/
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INSTRUCTIONS; This document shall be lyped. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number, tnder "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the Corrective Action Plan Included
Division Level [] Command Level | Inspection:
B Attachments Included
(O] Executive Office Level Eighteen (18) Hours
N Forward to:

IsBliew-Bp: RECIIEE: Southern Division

<7 Due Date:

ves  [JNo 06/22/2009

Chapter Inspection::: ..

nspector's Comments Regarding Innovative Practices:

N/A

Command Suggestions for Statewide Improvement:

Inspector’s Findings:

On May 18, 2009, the Southern Division Inspection Team conducted an inspection of the South Los Angeles
Area. The scope of the inspection included the Command Reimbursable Services. The inspection was conducted
in accordance with the Command Inspections Manual, Highway Patrol Manual 11.1 (HPM), Chapter 6. Ten
percent (13 documents) of the Area’s Reimbursable Services documents for the previous 12 months were

inspected.

South L.A.’s reimbursable services is handled by the Area Overtime Coordinator, Officer Marjo Staats as
indicated in the Area Standard Operating Procedures (SOP). Officer Staats has assumed this position for

approximately 5 years.

After completion of the CHP 465 and 467, Officer Mario Staats forwards the documents to the commander for
review and signature,
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ACTION ITEMS

Action Hem #]
Is a CHP466 Maintained? (Questions #18, #20 and #36)

e No CHP466, R# Log was maintained by the Area.

Action ltem #2

Are all corrections noted on the overtime report(s)? (Question #43).

e Area did not note inaccuracies of miles or hours to the Cozeep and Mazeep reports. See attached
documents.

Notes: The following items were not pari of the Chapter 8 checklisi however the discrepancies below were
identified during the inspection:

While inspecting the Area’s Cozeep and Mazeep Reconciliation reports I noted discrepancies in the Officers
reported hours and miles. Reports would be easier to reconcile and more accurate if 4155 were attached to the
repori. See attached documents.

The counter receipt number (on form CHP251) and the R# assigned fo the detail were not written on the checks
collected. Per HPM 11.1, Chapter 4, paragraph 8a. (6). the counter receipt number needs (o be indicated on the
check. See attached documents.

On the CHP462 form (49 line item), the deposit collected should only be written if a check was collected by the
Area. See aitached documents. It was identified that several CHP 465°s indicated a check had been collected by
the Area when in fact it was paid directly to Division.

[ Commander's Response: [] Concur or [JJ] Do Not Concur (Do Not Concur shall document basis for response)

|
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Command; Division: Chapler:
South L.A. Southern Eight (8)
Inspected by. Date:
Officer Ana Markey 05/18.2009

Il

I

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

etc.)
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eq uired Action=:o i

Corrective Action Plan/Timeline
These issues were resolved upon review of the inspection document.

Action Item #1 - Area had relied on Division's CHP 466 to track R#’s, but has now established an Area
Level CHP 466 as required by policy.

Action Item #2 — Area will attach copies of CHP 415's to reimbursable contracts to insure accuracy of
information concerning hours and miles driven.

Noted ltems:

Officer Staats has been instructed to enter the amount that was "Pre-paid" to Division, on the CHP 465
& CHP 467 where appropriate. Also, Officer Staats was instructed to enter the statement "Detail was
pre-paid to (whomever it was paid to). No check was collected on scene," in the "reason why advanced

deposit was not collected" box on the CHP 467,

The amount received will no longer be entered on the CHP 465 or CHP 467 unless the Area physically
receives a check.
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[ Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.)
INSPECTOR'S SIGNATURE DATE
(L] Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee
[] Coneur [J Do not concur
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INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the
chapter number of the inspection in the Chapter Inspection number. Under “Forward to." enter the next level of command where the
document shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the X Corrective Action Plan Included
Division Level [] Command Level | Inspection:

. , Attachments Included
[} Executive Office Level Twelve (12) hours

Forward to:

Fiellevi- P REQiEeS: Southern Division

(J No

Yes

Due Date: 06/22/09

‘Command DUI.Cost Recovery.: i ..o A

Chapter Inspection: Eight (8).—

Inspector's Comments Regarding Innovative Practices:

The Area Evidence Officer has an outstanding suspense system for processing the CHP 735's that are
pending chemical test results. The Evidence Officer is currently responsible for processing the CHP
735's and chemical test results submitted into evidence. The CHP 735 is attached to the CHP 36 form
until the test results are received from the crime lab. Once the test results are received, the CHP 735 is
updated and processed the same day. The completed CHP 735 is then forwarded to Fiscal
Management Section (FMS) within the required time frame.

| Command Suggestions for Statewide Improvement: ] -

Area recommends the CHP 735 form be revised as follows:
BAC RESULTS RECEIVED DATE should read BAC RESULTS and (TEST GIVEN) / DATE RESULTS

RECEIVED. This will improve the efficiency of CHP 735 processing.

Area recommends the following policy revision:

Due to the unavailability of the court case number for the suspect for an officer to enter on the CHP 415
for activity related to a CHP 735 DUI arrest, HPM 11.1, Chapter 20 should be revised to no longer
require this information. Compliance with this policy as written is relatively impossible.

[Inspector’s Findings: al

On May 18, 2009, the Southern Division Inspection Team conducted an inspection of the South Los
Angeles Area. The scope of the inspection included the Driving Under the Influence Cost Recovery
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Program (CHP 735). The inspection was conducted in accordance with the Command Inspections
Manual, Highway Patrol Manual 22,1 (HPM), Chapter 8. Ten percent (38 documents) of the Area's CHP
735's for the previous twelve months were inspected. In addition, the Area's Case Log (Excel
spreadsheet) is currently being utilized in lieu of a CHP 735A (DUl Cost Recovery Program — Case Log).
The Area Log has been utilized for tracking and processing of the CHP 735's since January 2009.

The CHP 735 program is currently being processed and monitored by the Area Evidence Officer. The
Area Evidence Officer assumed the position in October 2004. In addition to regularly assigned duties
the Area Evidence Officer has a solid understanding of the requirements of HPM 11.1, Chapter 20, and
is efficient and organized with paperwork files. Currently, the on-duty supervisor (sergeant) is the final
level of review for the CHP 735's. After review, the CHP 735 is forwarded to the Evidence Officer for
processing. The Evidence Officer does not complete any additional review of the CHP 735. The
Evidence Officer signs the CHP 735 for the Area Commander before forwarding to Fiscal Management

Section (FMS).

The South Los Angeles Administrative Sergeant assumed the position in May 2008. The Administrative
Sergeant supetrvises the Evidence Officer position and completes the review of only disputed claims at
the requests of Fiscal Management Section (FMS).

The South Los Angeles Area Commander assumed the position in July 2007. it is apparent that the
Area commander has taken an active role in the management and importance of the Area’s DU| Cost
Recovery Program. The Area has a well defined process for submission of CHP 735's as outlined in an
April 1997 briefing item. However, the Area has not re-briefed this procedure with the command or
included it as part of the Area Standard Operating Procedure (S.0.P.) since that time.

ACTION ITEMS

Action Item #1 — Ensure the CHP 415 indicates billable DUl time and that the time is listed in the notes
section of the CHP 415 and broken down by specific activity when the CHP 415 includes more than one
activity. In addition, the arrestees name and case number shall be included on the CHP 415 in
accordance with departmental policy, HPM 11.1, Chapter 20 (Questions #12 and #13).

o The on-duty sergeant is responsible for ensuring each officer indicated on a submitted CHP 735
also attaches their CHP 415 for that incident as well. However, many of the CHP 415's attached
do not indicate what billable activity is recorded on the CHP 735 as required. Some CHP 415's
indicate billable DUI activity by blocking out any activity not associated with the CHP 735.
Although the billable hours are itemized on the CHP 735, many of the same hours are placed
under one block of time (ex: 3 hours = Response/DUI TC/Booking/Paperwork) and are not easily
recognizable and/or verifiable.

o Once the CHP 735 is reviewed, it is forwarded to the Evidence Officer for processing. The
Evidence Officer does not complete any additional review prior to submitting it to FMS. Other
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than the CHP 735's being placed in a designated box, there is no verification (initials, signature or
date) of review by the on-duty sergeant. In addition, some review of the CHP 415's, associated
with the CHP 735's may be completed through the C.A.R.S. system and therefore not attached to
the CHP 735. This specific procedure has been addressed in the past, however the briefing item
is outdated (April 1997).

Action Item #2 — Ensure staff hours incurred by members of the Department for the foliowing activities
associated with an incident meeting the criteria for DUI cost recovery are included in the CHP 735, in
accordance with departmental policy, HPM 11.1, Chapter 20 (Question #14).

e The Area Field Training Officers (FTQ’s) attach their CHP 415's with the Trainee's for submission
with the CHP 735. Although, their time is not specifically designated as a supervisor or Officer in
Charge, the time is not itemized on the CHP 415. There is no ability to verify if activity being
completed by the FTO meets the criteria for DUI cost recovery. Instead, all time on the CHP 415
indicates “FTO” with no corresponding time to verify with the CHP 735.

| Commander's Response: [] Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
[etc.) -
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equfred Action

Corrective Action Plan/Timeline
These steps have been implemented upon review of this report, and changes and updates provided to

officers via briefing item.

Action item #1

Billable time will be documented for each DUI incident with the in-custodies name on the CHP 415. The
court case number can not be included because it has not been generated. Area will break down and
document specific activities performed on CHP 735 documents. Activity not related to the CHP 735 DU
case will be redacted from the CHP 415 and attached to the CHP 735.

Supervisors will review and approve CHP 735 reports for billing and activity accuracy before routing
them for processing by the evidence officer.

Action ltem #2

Training Officers and Supervisor's will list their specific activities and times on their CHP 415's as it
relates to CHP 735 DU! incidents so their time can be verified for billing purposes.
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[_] Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer.
(See HPM 8.1, Chapler 8 for appeal procedures.)
INSPECTOR'S SIGNATURE DATE
[ Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee
[7] Concur ["] Do not concur
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